2 - pe a i nN ie 9 a 


a (-4 4 af 


Pe 


‘BOUNDED 


ante 


=a 


Check and pass eon 


Treasurer | 
Controller 

| Office Manager 
Purchasing Agent 


BOOK-OF-THE-MONTH CLUB: Books 
keep them busy! Part of one floor at 
general offices of Club, New York. 


— = — ee flUllC TD Re 2 
Pa OS ee seaamiaas nie a, as . ee Be —= a 
¥ » = 
* Pe io ‘ 8 ‘: re oe 
ae age: 
ie ee 
{ies es 
r ar F 4 : 
ae pe ; 
oe ore eae 
Seas 4 ae. aime ‘a ash: ie ie Le Pag Senet t ae: es - 
pe ee i hie | Git ee Be i 
oe ore te Faye we vee ay St ae Rs as. a : 4 
Te 2 a Z a 
. # 2 ' ee 
‘= AS OFFICE EQUIPMENT DIGEST : 8 
/ : Bye i a a . : 
i bee « ’ — . 
- . eee OT | |. oe — ’ 
lia aa hE ys ; . — oe ne © 
‘ha * «@ vee ~~ <— _2 °° Bee bd 
a = Mees et | : — es 
ee? oo ‘ol wee ° 
a ae -, _— x 3 
t oe ——- oe oro ‘ c bad ‘+ * oe a jee ‘ fa ee — —— 4 
Ce ae ' ' 7 ’ o..° ‘ se a a ofth 
— =— (te Pe Sr dl 
: cua ' aan ; “ meee 7h ne 62 
: ey Pa = : S : al i a ~ aR ate 
‘ (a ee — ais = Se a a aa ™ Page is ¥ ating aR af. of yi ° - ie 
' ee. on ae i me . ‘ ges. = ae ae en =. a i: —" ~ 
as” ae - co > P oe : se aa 
se ae : wn ae c i ae 4 a5" .8 is 
ee re ‘ escae % > 5 ‘a es x ha , 
a | - a nd a tite nal aa, iS ‘ . 7 a“ . ? ai —- | — f 
oe ‘ 4 : BS a : oe ol es q 
: = |6©«S dl : oe ; Se So, an 
B.s x ee ial : - ees 0 
. ‘ : : Pi mein Li A SS EE ee ~.. 
all con eS 3 ; a , ees ne ~ : J Te ‘et Ce : og . 
duction OD ~~. "22s Bin. 
f ty pee te "Si . - 4 a ec Vere es ee = is ad e Fae A 
Oo De: me ee a ae - ie 5; Sooke , ae _ 
it achine a i = : a a oe — - a. i — . . Can = is 
ikes andi — 6 lO 4a A. 
od, FE; b . an i. ae ; Fi 
and si —. a | ee e 
rt-saving@ |: - : a ee i ; 
ge Z. 3 ce ies 4 : ee } 
—~ 5 = . ae 8. ~. a.” 73 “wt | 
nad ay. + i a ze . or * eo - ea 8 ‘ j ‘let t “oa 
. a he a SG ee 
O O } \ 4s 5 ar : ; co : z fe é * , - aa . 
enue - a FP . (2 a 
. Yy. =: a Be clad [= : ; Sie ses, fe eae. 
sn ppeateccces OFFICE PURCHASING, EQUIPMENT, METHOD PERSONNE 
re < 
7 ORLDEE , , we ODS AND PERSONN 
ae a? ; o a fo a Pe eS a “ogigecouee ame 4 ae oe i — ‘ Paina 
ce a oe ee : — BS : ee see ane eR @ i ‘a a ‘ ri ge a : ; 
ce | s =? Oe ee if 
= bade a: ee Se al i”. pie. OO aa ryote wee | 5 aa : = a 


= a : oo ie es a iy a. > Mig 
pes | ; 2 ce a 

= q 

rs a. a 

.- othing succeegs : 
~ like Success: 

g . For fifteen pre-wat years Neva-Clog pioneered the | 

a = Industrial uses of Stapling Pliers. “The machine of 4 ; 
co thousand uses” developed many new fastening methods ) 
re never before possible with an alternate devices : , 

ae During the five Wt years these claims were defin- ; 

a a itely prove® to the extent that Neva-Clogs were essen 
a * 4g 

) . tials to the wat effort. 
4 Now—with peace time industrial uses of Neva 
a Clogs plus their continued use for war-aeveloped 

functions, expanded facilities continue tO be taxed. 

: be It will be 4 happy day when we 8¢* back to an ; 
a “Jmmediate delivery” basis on Machines: Until then . 
ol your orders will be filled in rotation as tO dating- . 

— _ But on Neva-Clog Staples, {MMEDIATE DELIV- : 
a ERY now. 4 
. . NEV A-CcLOG STAPLING PLIERS —NEV A-cLOG sT APLES q 
i= “The Machine of a Thousand Uses” to “Fasten Things Together" / 
tg LES ff 

q q i . q 

_ ae FOR TWENTY YEARS pe I 4 

7: ee » x Properly mace for the job 1° i's oats eee. at dis 

: be 7 ad 3 2 é tended, they fit. : re <— 
ae ‘Gora Aeon — eee *% A strip of firmer, construction — omer 
es ca. reduce preakage- as. a — j 

ea ! ‘ * Chisel pointed for easy pene d 
a a aoneyae psn STAPLES ration. NEVA-CLOG pj-340 STAPLES 

az Wee ade to fit S-l M ne—100 to ¢ These NEVA-CLOG Staples are © ; 

5. strip—1M per pox—10M per carton. x Constant and continued stoP” cially made for Uke in |-30, J-60 m0 : 
a _ ling satisiaction- chines. Made with greatest care and ‘ 
ee " precision. SM per box- : 
ye NEVE CLOG 

- a —_. a + 


i ie j= 
wae air. AG po gs i i oe ie Ss Pee Sf ee BS Nae 
a _ eae Steg Z a ee 7 : 2 o as. eee Saye ot te ae ee) eT >) ‘yn 
Bip Ii : 7 ae 1e 4 ee oe ad ng ee Peay a ee ao 
ae Bs os a ee a; a 7 : 

Ve daa ae f - Be Se ee — Soni, GS i ee os : 

—— a j = ee as us - -e (Sa — gaye 7 aia ee a 
a + >. A | ea ae: ee eu 
ae FS : Bee ot eas Sa eet Pa ge oS: oe A ee us 
mo a 2 a ea - Wee i ae = te cee 
=F a ; a te ae ee) Set a coo ee oo 2) eae 
eae ee eee ie i re pl a ae ; 

—_— : a ci . ; oh a ‘i fe a ee ay ‘ 

tae \ ge io ee Ree ee 1 ‘ane oF oy a : 

4 lee a a ‘ ae ath i i ae Rime. a, ng a a 

—_— am Re eo ee ee an pe ee oe LS od 

—_ oe ‘oe i . ie ee ee a. a i" Zhi oe BS 

—_— ‘ igh a ee gS ee a a a oe oe ae ed : ead 

— es es fa ha mee oy ee ee fe aes. a ‘ 7 : 

ee ar ee eee eee ee See hee ee ; - 7 ee 

— i a a igo ae — : a 5 cat ee i ~ Seen 

a ee : a es a a a ie oe 4 pe & Se 
; ie a a: Es ye 2 ee : og eae oe ee Ect 

é aa Bie ai a. ‘i ee ee on : e : oe she 4 a = 
eee 2. eat ‘i Sa, a ee fe oe ig ; 
ae 4 ee . eae cay a “ be = : 
ga pete a ig a3 Hf = eo ai i ca aie te ae =F ve r 
ee eee a % ee ae Boe ae ei he rt ee Tae 14 See 
oy: ch cal 7a a i sae il a foun ok: aa eee © eo bes a ve aie 42 ey . am 2 
ae —_ 4 a a a ce ee Pa a = 
a : a Oe a i es a oes oe Ge oe. i y - s 
i ; ann ey ee. Tk eee oe é ae : : 
ee me: - | ee Pee hs eed 
a ee g ae: ma comida ae E es ae ae Bee eek 5 fuses ¢ a0 : 

—_— oa = es ty § Fae . oe a cok. ; Pea oe ae E oe ar i : 
. ‘wa ee a. 7. rae 4 a 
ie : io te ee Pe Mee ad eee “De Ns ie ele cit ae 

r ay Ee oe eu ters, ee te, ene ae. eee Va oo ‘a ai 

as. a Bees iy oa a. | Ss el eer yea hs ee Cea : j Fel Ne se 

—s ; a a a oe ia eo ei aie = ae Be eer > Me gee % 2 

ae a me a | Te ett ee = Tee ae a te 

— ll ; a me sh - a ‘g 5 a. Fae og i : Ni ks 

ee — . wey ae. a : a a, _ ie 
eae. a ome Soieihs = : tele (oe aga © fi ae ve tae is Lie 18 j 
-— a a — oy See a % co ie 
ee ae aie ee Po ea nae 25 ou ee ce oe . , i 
ae 4 ‘ — ee a ao GR: ae aes es ae i ual ns P vey 
isi 2 ; E a a Sy gees ye ‘yale a ee 0. = a fe Hee a ey ee: | ie 2. ee 
ae: tae i 7 ee eg. sea ee | oie eile A ies = ey a “8 a ‘ 
(ae . a c-— ee ae ' 
— ed ies ee ee. : a oo i 27a fg ee y ae re ae a ‘ 
Bete | “a es Sa . ee eee eee 3 ye. ang a ihe ee: 
- ' 2 i, . 2, & eee _ - 4 — 
oe i a. = sre oe ee aa ee ae 
me Bo oe ae SO Se a Ae poe ae ie. =: a Gee 
aoe E ae i. © ie ee Cee cee og oo ae : ae : 
eg oe ae 5 oe ae ee ee ae ey 3, " \ Sere : 
cere sean : _ 6 eee: ee eo 2 eee) ae tae fe con Pa ; 
ins i ; ce P ee. 35 ee ee Ba Be Le a ae a ie Ee eae 
_ aoe sa id ps ae ee ee eee eae Pk oe » Mee 
ae Pete: ea - ree oe . “lane ees seh, Jokes pea ee 
tee : : Bere ie y Sg a eR as 2 is Futon, Fie EEE ee ea 2 
3 : fo ee. me 7 ee ee ae Sc e w aa eee ee 
. : 3 Se 2 $ ae as ae A eae ‘ie Res Ya sh € oa ea one te 
‘at ie % ; a a : ao a ie ae - : ae Bee: ak aes ' Wee 

a a . a aa es . Ue)" Seas ee — a Ei 2 oe = ie ’ | . i 

= eo be is i ee je ee ee a ae : cr cS a 

ae 5 aa oa CE. aan: eo, a ae ee ae a a a Ne 
Joe a eae es 2 eee ee ae ae ie 
a a Roe! t eee o ee es, ae ae a Te eee ae 
ae as St. sap! i oie ay Tee ge a NR a4 ‘ 
ae Bee) oa Var : 4 a es)’, eee ne : eo a 3 

_ a. ae : one j nee oy a eee a : an. i ee 

me ci ee ae, = ae : a oe cee ee a big 
me ; a a Gy ‘a ae oe s : Ce ee ‘ af 

= acy ie ee : mm 4p Te 4 a ou Bs 4 

2 es i : a Ee Sera Sia 2 eee ee ha ie oS ee eee ie amen < cs tga! 
3 Dk : ee. on) Caras : ie wi ae igh es Wena aa 
eae p ae o a ee ae oe ae i eg i 

a E hate a ee ee ee ig ee ee ge Ree Me i foe 

— Pag : ee a hes ty Lee = at see : ae See ie aa es Sue. : ae 

ie ; 4 ee Sa i ah eas ee ; oat Ses, es eee tt 
ee ; ae hay. ae 2 eee ie cree ae “le eS | ee | z 
wa a, pr 72. ieee ii ee eee : ie Pei i i ee au : 
.. a ia le i ae ee gs Shes a oe er a a ea ie oe # 
ee a > a 5) ee ae Ses ae fe Moa ae eo a a ee 
SC 2 a a - i ay eee ¢ i ioe oe es - = ane 
a a. aa : ee t,o Tete eee Reg | ae : te 
‘A os f : i ee ae ‘ ge “ta wee a ie oe ae tS 
_ i: aces (aes ~ hi * , | alee mee 
z ; ie eet ANE a Pepe a Ve ie eyes tl oc aaaie ie ‘9 P 
is : a a Be os . rn ay iy a oar F . =, aye 
7 a ae ce ony a eee -_ o ; oe : at 4 
: ie ; a a. ae ae cou es Ye : ea Ee 
3 Toe : ae a Poe oh ‘ped pode a. pag ee : 2 ae fe f Bere 
; ey ae Sade : ae Le 2s ; maar a , ; Cae 
eo ie ie : ee Ste i ia Ie ae. + a _ 
pea a ee , eee See oe Be ee ay a Sas cm cs EC 
wa = — at : 3 i ae Ronen . d Tee ee. a - 3 
eS ae : 2 os Sor i aes es ae ae ape) 2. ae ee a mo ; 
ia : ; a ee a ee ; Pe ee) ee ee her ae 
aie : a ean ee | ee rg es tae” geen ee: i ‘ 
2 a oe eee): ee Sei oa Bias 2 
ar : a a oeta eS Sees, -. aes gael : : 
WS ae aa ae ae pee oe eae ae ar ; oe 5 
a . - 2 oa —_ ee ke oe . 
Pa oe a i eae ay ae ek Sap eet. : 7a Se ee i Oa Soe ieee oho) meet 
ia : — = ee ee = sae Loe a js. lL a 
a ee (ii ae ee a ie Se ee ey 
ai me a ee: ae sar : Bees ra oa ae ae a. eo eae ee 
fas : us aa ee ee ee ee pages ‘ Cie ee he ee VE ae 
a ee " aoe ue ae ay. ae 
ot ie ee eo tae ae Pe at lib a ee. Pee aut me 
eek Beet eT . as ger Arie a ee oe eee gaa 
a é co ae a6 ay er x a Pod Lo ae ‘|S : ‘ 
oe os Se eS ee ees Re a le 
eee ; ~ a A ccs, ng eee | oe oe a aes es 
— eC (elu 
; = ee = ase Oe ee J auakiene © Ge le ee ; : 
[ oe Pee Zz a ae. ee. ee as j ly 2 ee | eer ; 
. _ a. na a a a a mee) 
‘ ae ee i a. ait si hey fo ge ae G fac ee eS fer te ; : 
fee: ; ca ee ais a nk a en eee ao 7 
| : ‘ ee, eee eee ee 
1a- % a aan de Pi gee Sa er ie oe e =o gee, eee a i : 
PN ile J a Sar ee ae ca, aed - Pepe 8 eae ble a : 
md eed : : : ee eee ei x —— -— Oe a 2 eee oe) ale ee ite 
ee t Us ae en ai 7 oe a a a oe ae ae ee a Pa ie to : 
i as a =r a ee 3 e i a a ied ; a 
a Pe a my ae nn) eg ae dea : Pate 
a i bd ef ? ts Te, Saar a _ Eb cea % a jo ae ae, 
- le ee ee ae be a ats fee 2 a ig ; ce oo . Eerie 
3 : ea ee aoe ie ets ia pots Be . ae ra ne a 
r ae = aa ‘fms re 3 eal a 2 oa Fe i Me ee oe 4 ie pe 
mas pas ‘eed ee a 5 1 “4 ‘cae ee “ oa eer bs ap ‘age cor ee, 
fe, a 4 4 ia’ BS ‘e ic z xg ieee eer wae fo ee ae Fae i hots ‘e 
ees : ; ae. ee —— ee hae | aera oo oe ee : 
ee ) Ra a 238 a + 3 ea ae ete 1 one i Tee ee a : 
S me a ed : ee ee ee Se el ae Se en : : ; 
. i aa a a ear et aon Bs ae : 
a ; : ie 4 cad Bit ee ee a . = a ie ee ae ; 4 
i? Bee yc a os eh é an Pa ae ae E ae i ae = co : 
—_— : ee 4 Ye c oe a ae i Brie! a Se ee hr pee een 3 é 
ate “ae et . oe ae, ae aaa i oe ee Po. aaa eae 
a a — eee SD ee ic) ee Pe Pe r. ae. me a ee 
. a 2 cme a St ae eee ‘ Pi ea ea peli ee 
_— a ae oe : Ege. eee ee Be eee ag beh as 
Ae : Bee “ae Arig eer oe igs eee ee | ae " = : 
— ra ay eae i ae saath are: eee ie ee SN egies 2 f = ae J: 
Domai a ae iS Pee 4 oe oo ee Be a q ae 
a as ‘ a aa a: So ae ae es. 1 ee aes Bee zi , 
a i i eg Se Bey le aoe ee if ae 
: aa 3 ee eS ne Bee} oe a eo j i 
gu a ee as i Geo ae ~ ae ue aa ) I ‘g 
ey an ae ; a ee eae Peg eae a a . ; 
—_— = — ae ae ee eee a " : . ze 
he a ie —_ pa ple i ge ae er a ee a : 
datas s 4 a 7 ae is oe. eee ae. or C2 it 
bats > % g ; : : - ae le as ‘ ie EB ee ne ee M - ae : Dd 4 oa ai = ; 

‘ bats 2 ae ‘ 2132 soya dea es: = Cs = cee Os ae BE willy ig ee oa ie 
- ot a Se Bo aks _ ee * : - a 
Li See a: Be hse. . ee eS ee peel aaa ie , : ; 

3 > ae ine : " hae a a ae E ie ere — ee ro : = : i er ye 
a eee er) ety = ao Nel aie as oy ee i; i Re = ca A zt eee 
= as age ’ % ee 4 =] ae | aa Bree by ie aaa : Bee 
oh ir x —— Pate at - ; cee . —: ee er _ Po ae ‘x a5 
ot ree Poa ae == oy Gere ~ aE ee oe p< ae ey 


— xigg rf ae oe i | J ie Dayal ee ear T, eo ea . 
ee eee Se ok ay Pe. Bese Paes —_ 2 ES eG * ae Be Sa Bie gee es aa ar 
1 es —_— _ Se a er ee be pom ee oe sla a2e Nee eee Bey. ee a an. ec, rane = 
7 ee ee ae ; oe ac a Bieta 2 ee a Be) gi oa : ba. er.) a 
£ i heey # Sort * ene ees © a oe pan a ¥ - Se [ OR Neo eae ee ee a ee 
oe oe eG a oe fo ae : I a Og cg 
“a ag 1 Sie ae ot gee a Fe ea Ee - ae el Pepe 
a. eS i eee i Sie ars) Pie ue oe P22 eee ea A eee mes Ug 
a Bo ee Nae ee re ag ae po ae ee. ee. fo a ae Sites ae 
: fe A oe Sats me ae a oo eo eae ee” ee i “ine ene 
5M ae ‘Leg a ee a a Ores oe es ye oie mele eo jue 
oe = a oC ars (hb a. US See eee ue ae. ie ‘A 
oan a a i = bee Se [3 fe i ila ae ae oe ee é He 
ae a a oe ee a 4 a he = lias a a { eee ah ae 
oes a : a . 2 é Sa ‘5 ae : ee ee: ee re aah 3 
eae 2a ese ae ees See ae ane a ‘ie r eg, ae si pirate Bind 
ee oo ie ee 2 ae i. ae ls io 
eg a ae = et Ne Bie: ae : ee 2 Bi ee ae : 
a oe Pe * = Fee ae Pasay? igs 3 os ees er Bs : 
ee ee ee ie =a a ee > be Sh See eo 
ae ee | se) ‘ aes eae : es "4 (et ee Ee : Ro ee a ge 
ey ree, a aS a . a ee oo ’ 
ag a ie ie Po eg i ee, aa ae ae : 
ooo. a a. a a ee so) ig ers a. ae a oe 
po = a os _ 2 oe nee i ea a ee pee 
eae ca oe oa — ee laa a. Loe 
a ae ia eae: ate =e Poiana r a wee gp aes screener A RGR ie 
| 8 | lee se SS. ee ie Ea er a ee 
: ke a ae “ae oe : Se eet Eas uae ae i al : ore Eaiow <eee. = ee ae : 
mee 7 ; - + a eS ve Le er po pj > ee eee ae “i 
a ae ee pe” oe ig J reer 5 eres GS eae Feel a t 
4 3 4 a yee an n el ae nae eo jg Ree: Serene ciety : mn ay : 
in re oe ae aeaee e . 5) Ne rs Die A ee ae Zee ce ee i ee ee ae er i 
Ci i) 3 ue ie "sc ihig eee ia ‘ E a, ae 1 eee o Bee a he ae oss oe : , <. as : € 
Pare: = ae ok pAb : a oe | a ea ae ee tee So 
‘han "Ne Sa po ee ee ie aoe a ) 0 Seaiemearmeae | meee = a be a eg ee te! aoe 
ie wae ok a ae Pet oo eee Can a ope ns er = fe ae pie ‘SRS | caer 5 
a ae) ae ; a es. Ls, ata a a odd to ee a ae ee a. i 
ee ea eee: la — oe aa . AEA ee. * ae 2 : a a i 
ae ie a a ae * i We eee 2 ua etree ne 
ee ee i oe a a eae 2 ae eee 8 og 2 Sg ‘a ao oa Se eal os 
ee. | ee jt i a . as eee a rie Sg a ee . oe Re yo. free ae a ee ei 
a Fa ce a ae i ba a eee = .. = 2 TA a aegis he 
pe See i ae : a Pee) eee | ee ALS: : ees. PY So ne has Ghee 
ae * i. eee a pee acs wala milfs ? De ee ee he ee 
— er, eee ie a Ver cage oe a eee oe ieee ee ae 
ia ae ae - ee oe ake ‘es - ee oes = eee Beatie eae 
ee * a a ae = a qe : See re ee _ iiss 
ae: a r — : i ae a ae : ou ie me ice Pe end a qe = 
ae ee —s pyig Bet ae Omega . oe ee Se 
of J Sasi Beye 2 ar Se oo os ‘eee om wake is oe a Ce Boe ie ot ae 
—— lt ee 2 aie i... aa ee ae 
eg hie: i | se. See me i oe ‘ ee |. ee Se ae 
a ee an = page 2 me: a Bi ioe ee ae ge! 
Fe a » Rye: a “= nee Pie We ee ee ee 
ae na A a meet Mone! se i pigs iat a ae anata oe 
Be — ia ae ee aa oo" Bo ee oo ees 
= a ao a ea > Co hee ss ce fl. ee ae Fe. eee 
oe ee re aren a Soe SC i. ee aa ae 
_ ie é BL - oo a Ba oe Hs Oe 4 eek Ze ath ec ee. een, Se a Be ee 
y ae fee aa a ee: cree Brera a * ae a ee 
= a se a ee yer aie 2 — Be ei ee Se Eee 
Sa ae =f oa a eee cc fy See fe sig a Et yt Cee eee pages: ane 
ea Bae ye <a eS "a re e eee a air ey hy 4 Se fe ee, ror | 
aes , ah; a - —— Pe. 5 Sie ar 1 tee ee § Oe ‘oa <! ee oe ee ei ia 
& a ee ae ae. ; Bes ey as, ae pe Ao eee ee a). ae 
an 4 ear ee i Rie ae eld oe ee r a4 oe eee Se 
5 ee ee et Se ile 5 . - ee Pe = % Bas et aan Oe 3 on am bce, ai 
oo.) aS eis. a i = Sa i — ae ee 
ae ee Sa oe ae: pe Cae as : ie a = ec ee camer, 
a Reo. — geo: i ——— —— . . wey oe 
i 3 tad uae eis i ia " = pre ret: ate : oe ay ean ae ns a , re ae hg 
‘ i: in eye ae os . ea: ie get — oa a ee . 
oo |. ae AE ‘ua a ope es a eee eu, aa ee. oi lee oe a . 
Wed toe og are Sg oS: Cee ‘eS Fee 4 
pe “aes ae cee eS ie Ly fy Sa : Sar Pa a E oe i o a) ae 
tet ae ot prea a ie = ae ae Be je gir si Ne cea =; 7 > a eee ‘ ie Le ate ee 
ee ee | a ae a ey ae ae. Meecha: 5. ae ae ar e ei tee 
Bare ik oe tee aay oe Sepa ah A arae ney a Sere hs : Bp! an ‘eas = Smale atta Ae 
a me, ~™ = eae ee. eee te a Wiad i ¥ i ve ges ane ‘on ie ai a Bae fatale oe tee 
oa ae fo a Be le E i al ee eS ee 
a7) ie oa Bret See: 7 hs i ua Bs 2 ae =a Set cae oa. ee Bae 
aa -s = i ae ae i a Bi ie — = 
oS Boi ae ae. a  . ier Poo ee ie ee 
ee ae: aa ee = ae ieee Bae ae PO ee Saas =: i 
ee ele | oe: ~ Dae ee ie (oe Pe of a ae 
See a ee a on a Ries oe ae ee ee Mae 8 
‘See sett ae eS . ee Mid. Cea ey Cte er. S eee ee ae 
rs sc e : a —— = ee _— = 
i a a ee : pe aa er. b fae ae NE ene - Ee 
alee — - rng : yee : a. eee ies ers ree ea “s : ae ae 
oe ae ——— ons i i ee Oli on ae: ae ee, ae — i ae 
: . Se ee eS fe Ses ae ae ct ee a i Si a 2 _ i, Gen 
“Gee i —— “al oe Aer: on ee oe 4 tho ah): a i, ie ee © ee oe 
ia. oe ‘ ~ oe aes ee eer ee Pir) Pee ‘ eee ree se pose”, Se ee = Pepa a Pepe 
hea one Sie : Be ae elie "Eres . ee Be a eee ees ae > > LRR II co 7 Ca a 2 a Efe ay 
ea. 77 oa eee: : ee Nees i : po eid Bs) sae) re eis 
yes ig Brel a See ee Wr: ay ace if ten on ae po es 
ee es a 5 E, oS ay) oir Ae aa z: ee Roe. | eee. Sa Si ee eee 
as a. - oa iy ae Looe a SF ee am a aes te 
a a a — > a ae oes Eo iaae ps ee ie ee 
= ene 1) coe Ce ae ae ag ee oe at one es tne ee Eh oS a ao 
por ae ran ee re oo ee i a . ge eae a 
Ey ts aa OS ee Be A eee ee ; pi | aes. ar 5 ‘ ; ea 
Rei nee oo Set tit: i k= ee Bi: aa oa y € i, os ee ee Bhi ine ube 
oe ei 36 ee. Eos ae aa fe aes , Pe ot me Loe am oo 
or pie Beery os Sai ae = : ; oe a Lc eae a od SE aes he Peet 
Be ah = 1 = | ae ae co ke Be es oe = ne ae 
ae a ee | See , ee uf "+e ‘ Se ee : eee ee a ee be oe LB ho he 
| Ss 2 a ee yh ' ‘cae : ar ees aoe oe ae a ae ae ae Pay Cora, 
op » oral Sees oe oie a” ae ee a Be q Be ase 2 a FB : Waites Soe a tara 
co age j io Uae ya em * Wee ge ae eae a. oo : fo ee ie a: a oe 
a oa ‘ 7 A ‘2 er i : } ee iY 
Bie gu [es Sa a ie ig foe eae ae eae ee es Ea OB => ‘ae aie = me gay 
os a ae ae a ie uc cag eee pe, co a 2 ie de 
_ ae a aoc ae Bt a a eee dee epee a). a 3 
Bol oe : -— uae a ee a ne, eae a ee usta). ee ee oe. a fe iba fo 
ie ae ee tee oO ~~ me 5 : ae int ae Be a 3 ee ae ee woe : Ola a) -cree 
ee a =) ‘o a ek Be a ie oe aaa a oa cate hee iss 
ae ee ec f eS . a ee i ix a ee - ee ee ay a Roe: ime 
a oS 2: es Geel : eT See F ae eee. Se = ern aie ae or 
<a e id Wits ae bata A Bh Ce ar frie ing E. oe eS pees rhe ra, aga een Z on te a. Re mei ad 
ee a oe i, ise ae So eee Be sy pane ie Bo Roe co aa oe 
ah a “oh a i ae ee er pee ey oe ees = a ge ecm Bee ee ae a hes W <4 
Be eee = : oan ae a ee: a by ie ag rae ES eee AG 3.4 pe eee com 
oe ae ; i ieee: e ; Pn) es re. : oie ; ro. ee ea a: preset) ° Saiarel | eee ae 
a, * ae cao ae ee re, = al) core gm ‘ a oe : Boor Tae er ee See See ete 
Be < fe ae es. Oe a : oS <a oe iil ish 
gabe se i : St ig aeee. | hi. z i . ae i Peas | et “Tee ot 
poe po bie Be as a ee a ae = eer ae Te ‘ei 
ie pe oe a cones, ae. co eee a ee “ ot eo ee ae fa Ss ee 
a ee: pa Pe i a 1 ae en se es | eas. 
cee : a i = a Agee te ee — . ee: Fie gee 
— ss q j ie a a = I A ee 
q ee ee oe i a ean ie Z aie . a) we a : 7 ae ey ign os 
aes oe : a ee os (ee a Wie =| an ibe ae iam aye er: 
EAE, a yi a. ag ae = ie eee | pa aie . Os, (eae 
ae a: wee a : ae ae a sre oe Se ee ae Bape ae 
Pos fe ee eo ah: = os aa a om : Ee t. aR Beis a is Neca. 
Pe” a ae : ae, Jif ee. es Eo 9 oe ee ae oe Cees 
ae oe ae ee Po ee ! tae pes : = 2 Ves ae es i ae 
ae ae eS eri a aah as pee eas eee eats. gees ne a ee Coca ie iat i ee ae oe ia aad 
ane . a ay me ie es ees. *. ae re a4 ea tae aa a ae co 
a ae a Coe ee : eg a es 1 pee ee 5 a2 oe. eR ce ats oe ee 
Pia No Eee uapert ee ns sy 1 Co ete : Pe eee, fe .. Peek 
aa a 4 .. * Le : oe Sa I a er ce 
oar . oe a iE “s .. a fo ae ae ee ee! ae Bi, ee : 
a an : ia, fee aga > Meal ae pee pe eat. Tis eae ae pee vs 
7 ine ie: i > re Pee ey cae ae ea pi ae ae eS ay ike ne eared Dea es ae 
a a pe ety! fee aes gee ad ie emer) Ss nee Sat eee Meter | tee = 5 — 
ee... a Be pee cy. 5a 2 a je Sea Sv ae = 
eee es an Bee eS estes = - ee ole Py, Mega po ke ae 
} oe ir ae ete. ae oo a 7 es. eee ee era: Been onic 
ore a a es je eae |, Lf sy ieee 7. eee oes : ee 24 ee ceo pon | ae 
oa aa ce ee 5 Poca Boot Baus ine eee eee (Rees a a aay eee 
eo “a ee ae ae et Boo a) Eo aa ‘. - eo ee 
i ca oe sole Ee ee eg cE 2 - = vt 
Bogue cee She eas " Se ak Meh | aa . ae q ' ees eo at sag 
a J a Seems = 2 i) ar Part ise ne jill a os Gipeme : Hiss 
ie ae ae : a. 40s a eal ie ee eee Gee! [Se oe Bay eee te 
ae ie “Saal = 300 Pi = a coe Bee Fes ; ee 
ee ae chia 3 = ce SR eee . eS eee a 2 eee ee meee a mee ee 
ee, a oe oa . eS ae soe . So att a0 Eh ener 
ae a as ae aS eee ; yee oS a) ae a. | ee oS a0 ee ee” ie 
Gee Gi 2 a i ee os eee 5 ae a 4 Bee al = Pe ee ee F 
‘at ae ee. to ie — ee a emai 2 ’ Se: a i i mer eat = i 
bs a os \ Sie oe . Ce eee geet oS neers. ioe iz a 
i os “Bie Cg ! a ee) . : . ae ee ey | see 5 a a eee 
ae -— — .. Soe ae — — a 
— oo4 C oa = a ee i ae Sg Se Lo ot ae 
a a : ae i 2 ae Bek ces og | er are me ea ON 
Se) a it oe ee ft ie ee Be Las ae : ioc, ne 5s ame Wee = Rea 
oe ee eh ee ee ee Ree : Poe Oe. ae ee, Sh aia 
is Sates oe — a a oa ae ie oe Ro Tee Ae Mc + be eae 
far aad rs degen eee! eee Ss See bye See % —_ 2 i ee Saar. Sa ee 4 naa 
‘ je oe eat ae ee 8 >. a Bie 1 ee Be ae : og Soa | 
an ae ae e a. aes yee co ee ae 2 
em a Ee i ee ees = : ae iy ae. a wey - es z af Sek 
Ee a Re at a ee 7 le ae a pid . poets ata Spree! ae eer he Boy ieee 
Sia SE pes aa i Poe i ae Te ae siemens Po ee oo aie 
oe ie ae pus ee oe og ie —- gh eae aa 1 
4 oa ze a a Sh re nde pe = us ee ee, ee " aa ee 
Pot oe ae ae 2 i 2 Se ae . : 5 oF oars &. ee is eee om a t 
eee e a i ae ae ie. SP.) y it zl eee br a eee a: oe eee a “ 
ee Se ae es), ae ee ers . (meee! eae ae eg A a eg a, 
a tea oe | ha 2 es: ae Me Sm ‘ie ia 2 
By a ee ie he og : , : Re oem ee ; es a ay. . 
Bs le : mae 3s Sires, eee os ee i PA: i : ee  {_ eS: ae: E ae 
a aa ae Poe ae | : ‘4 Siete oe 1 ae j t eh Awe Be as) ie oi ae 
eee, a —. ee od Oe 2 Bee he : Be eta ean —— a 
ee & | fs a ey ee oe : te Saas: oo ee Seer a eee F ier fae Be ieee 
ahs _ en. ee eae ae real ear a ge q Pe ee ee oe ie a oa, 
Sie. 7 ai i i; an | aed Boe feta bri i: - _ eae oh  imed ie ty! © 2 aa Pe a = oe ea 
e4 Ss .ae mat: Pe pe a t a ee i eS oe 
i ee ie 2 aa At - 2. of) re 2 ote £ pS oe ee. ae ~ 
a = ae ae LL!) a re aac en a ‘eee. ; 
ae a4 a aoe i ee ae ee ia a: 
ee " ae - a ae CE pee - y ae : s aa : a 2 pe eee Pe ee 
ee —_— = ee bt em Teer coe ae a Re og ee 
Bi time is q * =a a. + ge eo oe aes 
Bess aor oo. E a ap: eo Tecan © 5 oa a te = zi Bice) Si eee 
= a a8 ke 7 “a : a: ome a : BS =a 7 ie > ed beara ie Te cE 3 
oe ie a 4, oi ee Peed et ae Pe ae joo ee 
Sn a a oe ee a : me -_— a vane Po ee a 
ia ee oe tae ae Ag ng ae i seers i a ee: ey i ae cides MN (ee ee hae eae 2 
5 : . ee ae 2 SS aa ae ee. Se ee a oe i 
ye aa ie Ae 7 ns Ea he eee Qe a ri a ses a a 1 
a Bees Se Rete; 7 I eee Re eae ee em Se, BE oe k os. Re a Si ie 
Pe incl <r Ve a a ts ee 3 ae a i 2 ee ey 2 i 7 a ee 
de eee ae 0 —— eo ee ere iam eee g CA ee eae ae Oe ae 3 ee 
1 215 hae a area OS, aS aie Dee | a * 


WHEN FIVE O'CLOCK HANDS 
HAVE SIX O'CLOCK DATES 


Women’s hands constitute a vitally-important factor in 


office and factory work. 


from typewriter ribbons, carbon paper. duplicating 


machine operating and hundreds of other 
work-a-day jobs are frequently causes of 
skin irritations, embarrassment and 


absenteeism. Hands uneared- 


for are a business liability. 


While you can’t remove these causes, you can allevi- 
ate their effect and give morale a big boost by having 
containers of Rainbow Hand Cleaner handy in your 
lavatories and rest rooms. Pure, non-irritating Rain- 
bow contains a number of the same superb cleaning 


and skin-soothing ingredients that are used in many 


Smears. stains and soilage 


HAND CLEANER 


of the finest cosmetics and lotions. It whisks away all 
embarrassing signs of five o'clock hands that fre- 
quently dull the pleasure and glamour of six o'clock 
dates .. . cleans, refreshes and softens the skin. 

Ask your stationer or the Columbia office nearest you 


for a demonstration and prices. 


COLUMBIA RIBBON & CARBON MANUFACTURING CO., INC, 
MAIN OFFICE & FACTORY: GLEN COVE, L. L, N. Y. 
New York ¢ Kansas City, Mo. e Chicago ¢ Detroit e Milwaukee ¢ Minneapolis ¢ Nashville ¢ Philadelphia 
Pittsburgh e Cincinnati (Harris-Moers Co.) ¢ Portland, Ore. 
Also: London. England; Sydney, Australia 
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SAVES TIME e SAVES LABOR 
SAVES MONEY 


From the first line of typing to the last turn of 
the duplicator, Niagara’s new cellulose stencil 
will bring you money-saving performance. Copy 
is clean and clear. Corrections are easily made. 
The typewriter doesn’t clog, the platen doesnt’ 


FREE SAMPLES 
SEND COUPON TODAY 


Niagara Duplicator Co. 
128 Main Street, San Francisco 5, California 


Gentlemen: Send me free samples of Niagara stencil and name of 
Niagara dealer in this area 


Name 


Firm Name 


Better looking reproductions 
.... at lower cost.... with the 


NIAGARA Cellulose STENCIL 


| 

| 

| 

| 

| 

- | 
Position | 
| 

| 

| 

| 

| 

| 


swell. Niagara stencils, which stand up under 


thousands of impressions, take a stylus readily 
without tearing. 

Free samples await you, because we want 
you to enjoy the many advantages of this new 
product of modern research and improved 
methods. So, fill out the coupon at the left now 
—get to know the stencil engineered by the 
men who for years have built famous Niagara 
duplicating machines. After you have tested it, 
you'll find ample stocks at Niagara dealers. 


A high quality stencil 


makers of world’s 
fastest duplicator... 
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The concealed 
safe unit is 
an Invincible 
EXCLUSIVE! 


THERE'S a new “lift” to file sales and profits. Value- 
wise office appliance dealers won't have to be 
told of the greater potential market for an “exclu- 
sive” feature file like Invincible’s. The picture tells 
the story. The concealed safe unit is a great mar- 
ket opener. It is outstanding for executive office 
and for home use. File Headquarters reports it as 
“something different’—with a proved profit flare. 
INVINCIBLE METAL FURNITURE COMPANY 


MANITOWOC, WISCONSIN 
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UTMOST EFFICIENCY 
and WORKING CONVENIENCE! 
O 12 GAUGE §TEEL 
Eppe PACKING AND 
WORK TABLES 


ALSO 
Heavy Duty Bench Legs 


NO. 850. An Arc Welded Rigid 
Assembly of 12 Gauge Steel. 
3214," High x 28" Across Top 
Angle. These Steel Bench Legs are 
very popular and may be readily 
bolted to steel or wood top. The 


. bly is solidly welded into one 
NO. C-857-6. Long life. Easy to clean « wos # a 
No cracking, splintering or gouging e No ond "Ee aes ot ae 
maintenance cost e No fire hazard e are 2"x2"x 12 gauge steel pel. 
Utmost convenience, design, durability. ¥ 


Boards may be laid across bottom 
34" High. 28" Deep. 42" or 6 ft. Long. ‘ 
Olive Green Baked Pol Finish. brace thus forming a bottom shelf. 


MAN SIZED EQUIPMENT FOR MAN SIZED JOBS 


i STOCK CARTS 


HEAVY GAUGE = 
STEEL "a 


NO. 1170. No place of business should be without 
as many of these units as will do a complete job of 
moving parts and merchandise from place to place. 
Heavy steel construction with 12 gauge uprights 
and 16 gauge trays, strong and rigid. Large 5-in. 
composition rubber tire wheels, stationary in front, 
swivel in rear, providing easy portability. 


PICKING 
ORDERS 


No. — 
36" 
TRUCKING 34V/." High 
24" Wide ~ ; 
JANITOR WORK Baked Enamel &e, Composition rubber 


Olive Green tire wheels 


MAINTENANCE WORK Finish 


Write or Phone for Literature 
Phone: Aurora 9232 


AURORA, ILLINOIS 
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By WE PRODUCED THE FIRST SELF-INKING RIBBON 


re ~ ful complete line of New Process car- wears like the proverbial IRON. This 


“UP TO $1,000,000 CREDIT 
| WHY? 
. HIGH QUALITY PRODUCTS 


WE PRODUCED THE FIRST NON-GREASE CARBON 


We now give the world the wonder- ble prints, extreme manifoldiag and 


bon’ paper, FOUR weights and SEVEN ~~ carbon greatly helps efficiency and sim- 
- finishes in EACH -weightin four brands. . plifies purchasing, no office’ should he 
>... This carbon gives perfect, sharp, 'leg- without it. 
; Please ask for samples from any of the Offices below. 


Kee lox, MANUFACTURING CO., ROCHESTER 1, N.Y., U.S. A. 


City, Los Angeles, Louisville, gee: Mil- 
Minneapolis, New Orleans, New York, Omaha, 
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be manufactured and marketed hereafter as the SENG 
Office Chair Control. All the high standards of performance, 
quality and service that the well-known Bolens organiz- 
ation has built into this famous product will be maintained 
and improved under SENG Management. 


The transfer of the Bolens Chair Action manufacturing facil- 
ities from Port Washington to the Seng Company, in Chicago, 
is now under way, entailing as little inconvenience as possi- 
ble to our customers. The result will be increased efficiency 
and service for all users of quality office chair controls. 


|| (Bolens) 


OFFICE CHAIR CONTROLS 
1450 Dayton Street Chicago 22, Illinois 


Bolens Office Chair Controls will 
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Tell me, Precious, WHOS DIS r\\ 


Well, for one thing, A-S-E is another sure-fire “hit” with 
thousands across the country, a trade-mark which identi- 
fies a quality, good-looking line of files—AlI-Steel-Equip’s 
Aurora Files. 


Just check the following utility features, satisfying 
features that bring you serviceable beauty, such as—smooth- 
action drawers, improved locking mechanism, rugged 
heavyweight steel construction, trouble-free follower and 
extra filing capacity—actually 261 inches of clear filing 
space. 


There are many good reasons why you, too, can always rely 
on A-S-E. Let us give you more information—write today. pipe fay eee 
4 60} ee 
storage and wardrobe 
cabinets. Write today 
for full information. 


ALE ALL-STEEL-EQUIP COMPANY, INC. ASE. 
300 Cleveland Avenue, Aurora, Illinois 
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Ger NEUTRA-TONE 


Early in 1940 a series of 
ads ran in "'Time” intro- 
ducing the new revolutio- 
nizing finish for office 
equipment... “"Y and E" 
Nevtra-tone gray. 


Warm, 5 
cally *... tra 


Gray fin: 
t reflection jan: with 


e e @ Unusual finish perfected by “Y and e e e Now more than ever “Y and E” 
E” in 1938. style master desks and empire files take the 
e e e Exhaustive experimentation by “Y lead with “YandE” neutra-tone Gray adding 
and E” produced a soft warm harmonizing color harmony and beauty to a line of 


neutra-tone gray finish with scientifically established prestige and quality. 


correct reflection factor. 


e e e Enthusiastically received by light 
and color experts of outstanding business 
concerns for smartness and color harmony. in your city now. 


YAWMANAD FRBE MFG.(O. 


e e e Call the “Y and E” representative 


1045 Jay Street, Rochester 3, N. Y. 
FOREMOST FOR MORE THAN SIXTY-FIVE YEARS 
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F Ot Pik (Paarl 


EBERHARD FABER 


NECESSARY 


to every office. is the 
Quality in EBER- 
HARD FABER 
Erasers that makes 
mistakes “eome 
elean”’. Your Sta- 
tioner has a com- 
plete selection of 
erasers for peneil, 
ink, or typewriter. 
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Introducing .. . 


THE NEW 1730 CHALLENGER 


IMMEDIATE DELIVERY 


You are assured of 
beauty, quality, design 
and super durability 
when you choose the New 
1730 Tri-Par Challenger. 
This fine all-steel table is 
constructed of heavy 1 
inch furniture tubing — 
V4, inch solid steel tie rods 
and an all-steel % inch 
top. 


The table top has four 4 
inch radius corners. The 
edges are completely 
rolled under to assure 


ses : Dimensions 17” x 30”—Height 27”. 
positive smoothness and is Titeaal it, t—dies to aoe. 


reinforced and welded to the bottom. 


monizing brown with hamerloid baked enamel finish. 


TRI-PAR MFG. COMPANY 


SCHOOL - OFFICE - HOME - FACTOR 


snagproof. Weight in carton 23 Ibs. Easy Assembly. F.O.B. Factory. 


So that the top would be absolutely noiseless and clatter-proof, two steel channels were 


For modern beauty and eye appeal this stand is furnished in a beautiful two-tone har- 


3242 So. PULASKI ROAD CHICAGO 23, ILLINOIS 
AFFILIATED WITH MASO STEEL PRODUCTS 
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Maso Utility Tube Steel Stands 


For Immediate Delivery 
No. 1620 
Maso Streamliner 
Utility Tube Steel Stand 
Modern beauty. Durable 
construction. 


List Price $11.68 


Measurements: Top 16" x 20"—height 27"—two 
drop leaves 9" x 16". 


Legs made of |" tube steel — hard tempered 
masonite tops. 


Hardwood rails—finish WALNUT—shipped K.D.— j 
Easy assembly. 


xX 2) 


ALL TABLE TOPS CARRY THE MASO = 
GUARANTEE AGAINST WARPAGE = 


we 


No. 1418 Champion 
List Price $13.30 


Practical advantages appeal to users. 
Curved legs. Instant acceptance when- 
ever shown. 


Dimensions: Top measures 14!/," x 18". 
Two drop leaves 9" x 14!/2" giving this 
table on overall of 36". 


Tempered masonite top. Walnut legs, 
| inch heavy gauge steel tubing. !/," 
solid steel tie rods plated. 


Continuous piano hinges, new style pat- 

ented drop leaf arms plated, easy rolling 

casters. Shipped K.D.—easy assembly. 

Created, Designed and Developed 
by Maso Steel Products 


LARGEST MANUFACTURERS 
OF TYPEWRITER AND UTILITY 
TABLE IN THE WORLD 


MASO STEEL PRODUCTS. 


418 SOUTH CLINTON ST., CHICAGO 7, ILLINOIS 


Factories: ENGINEERING DEPT. 
418 So. Clinton 3415 W. Cermak Road 3242 So. Pulaski Road 21 E. VAN BUREN ST. 
. Chicago Illinois CHICAGO, ILLINOIS 
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DONT GUESS/ 
DONT GAMBLE/ 


TRY THIS TESTED AND PROVED SALES PROMOTION PLAN THAT HAS 
BEEN USED SUCCESSFULLY BY DEALERS IN ALL PARTS OF THE COUNTRY. 


There's no need to gamble about the benefits you —selecting the "right" carbon paper and the 
can obtain from using the services of the M & V "right" ribbon for each basic job. You will bene- 
ANALYST. He will make a thorough study of all fit three ways because you will get—!. Better Let- 
your typing work and check up on the ribbons and ters. 2. Clearer Copies. 3. Lower Costs. Write 
carbon paper you are using. After analyzing all us for the name of the M & V ANALYST nearest 
your needs he will make definite recommendations you, without obligation. 


MITTAG AND VOLGER, INC. 


ESTABLISHED 1881 


FINE CARBON PAPERS & INKED RIBBONS + PARK RIDGE, NEW JERSEY 
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ITS LEAD WILL ® 


FROM A MG 
CONCRETE FLooR! a" 


— \¢ 
’ gene a 
Wf 
¥ 
ousands of tiny fibres, interwoven in every ~~~ 


VERITHIN lead, make it so flexible it will bounce 
without breaking or bend like a bow and spring back! 
in any sharpener every time.. 


‘ae 
and holds it under heavy pressure.’ 


RKS WON’T RUN WHEN WET 
2, because every color is insoluble 
” ...protecting your records from 
a damage by moist hands, 

<S— rain and flood. 


IT TAKES A PERFECT POINT 


ITS MA 


pe he 
A Pe 


and that’s real economy! Choose 
from the 32 brilliant colors 


listed at right...a wide 
selection for every use. 


10¢ EACH... less in quantities 


FAITH] COLORED 


PENCILS 


bpm re fa hy 
at et ad eS 
et at ay 


EAGLE PENCIL COMPANY, 703 E. 13th St., New York 9, N.Y. 
EAGLE PENCIL COMPANY OF CANADA, LTD., TORONTO 
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Here’s Why 


VERITHIN 
is the 
Purchasing 


Agents 
Pride and Joy 


* 


It Saves Time 


Non-crubling points save 
wasting trips to the sharpener 


; 
° he ? 


32 It Saves Trouble 


fir97, 7, 

Vivid Colors Wetting won’t hurt Verithin marks 
oll inten —records stay clear and legible 
735 Canary Yellow 


nM YelecOcme «At Saves Money 


7361/2 Orange Ochre ? 
737 —~ Longer lasting leads spell economy 
731'/z Sea Green in use! 


VERITHIN 


the Better — 
Colored Pencil 


time- 


‘ad 


7391/2 Olive Green 
740 Ultramarine 
740/ Sky Blue 
741 Indigo Blue 
T41/p Azure Blue 
742 Violet 
742, Lavender 
743 Pink 
743'/2 Rose 
744 Scarlet Red 
745 Carmine Red 
7451/2 Terra Cotta 
746 Sienna Brown 
746Y/, Tuscan Red 
747 Black 
747\/, Dark Grey 
748 Red and Blue 
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WRITE FOR 
FREE SAMPLE 
naming this magazine, 

your dealer and the 

color you desire. 


Try One. Free, 
and See! 
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holds great promise for FELDOO customers 


You don’t have to gaze into-a crystal ball... nor even 
read the stars .. . we'll tell you—not all—just this 
much ... new ideas... new developments... new 


materials will all combine to give our customers a 


new plus to the advantage of looking to a special- 


ist for their ring binder requirements. Yes... three- 
quarters of a century of specialization continues to 


grow with every up-to-date advantage. In the mean- 


time, contact your jobber for your present needs. 


FELDCO Locse Leaf CORP. iieissos ne 


NEW YORK « 25 CENTRAL PARK WEST - PHONE CO-5-0282 + PACIFIC COAST - 788 MISSION ST., SAN FRANCISCO - PHONE DOUGLAS 8563. A 
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Beautiful New ‘‘Autopoint” Pencils 
Mean Trouble-Free Writing 


These time-proved pencils always have written flawlessly .. . 
always have performed beautifully, thanks to the famous “Auto- 
point” Grip-Tite Tip that don’t let leads wobble, turn or fall out. 


Now, with their NEW STYLING, with cap, clip and tip in 
gleaming gold finish, they are truly regal, royal beauties of writing 
ease. 


A brand new “ROCKER” Clip crowns the new “Autopoint” 
Pencils with distinction . . . blends in with the pencil. It clips 
quick, easy, holds fast and stays put. . . fits the pencil low in the 
pocket where it belongs. The pencil shown is but one of many 
“Autopoint” models made in a wide price range. Send for catalog 
and prices. : 


Model 70 
Standard Leads 


o Model 170 
Real Thin Leads 
TRADE MARK Retail $3.75 
BETTER PENCILS (Plus Tax) 


AUTOPOINT COMPANY, 1801 FOSTER AVE., 
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FEATURING SIDE-FILING...GREATEST IMPROVEMENT IN 50 YEARS 


Steel Rock-A-Files! The only truly modern filing 
cabinets. More than twenty basic advantages 
over drawer type files. Rock-A-File’s exclusive 
and revolutionary sidewise opening provides 


easier, more efficient filing in less than two-thirds 


Steel Rock-A-File cabinets are finished in lustrous 


gray with handles of satin aluminum. 


Write or wire for complete details. 


ROCKWELL-BARNES COMPANY 


the space occupied by old style files. Specialists to the Stationer Since ee ae ee: 
35 EAST WACKER DRIVE + CHICAGO 1, ILLINOIS — 
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RIBBON & CARBON CO. Inc. 


Foremost makers of Ribbons and Carbons for Every Use 
750 PACIFIC STREET, BROOKLYN 17, NEW YORK, N. Y. 
Sales and Service Everywhere 
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SPEED-0-PRINT CORPORATION. 
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A good rule for P.A.’s 


There’s only ove carbon paper with a 
numbered scale. It’s called Webster’s 
Micrometric—and it helps secretaries 
in business offices from coast to coast 
to turn out more evenly spaced letters 


and reports. Saves time, too. 


This exclusive feature is typical of the 
extra values offered by F. S. Webster 
Company. That’s why it’s a good rule 


for P. A.’s to get in touch with Webster, 
whenever you need carbon papers and 
typewriter ribbons; duplicating carbon 
papers and accessories; carbon paper 
ribbons for photo-offset work; ribbons 
and carbons for Elliott-Fisher, Address- 
ing, Adding and International Business 
Machines. Consult your nearest dealer 
or write to F. $. Webster Company, 
9 Amherst Street, Cambridge 42, Mass. 


WEBSTER’S 


Micrometric Carbon Papers and Typewriter Ribbons 


_— 
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copy for— 


HOUSE ORGANS + CHARTS * GRAPHS 
ADVERTISEMENTS + MOVIE TITLES 
BROADSIDES + FOLDERS + SIGNS 


ADHERES INSTANTLY 
No poste, wax or glue. Spe- 
cial adhesive back mokes 
each character adhere to your 
copy instantly. 


SUPERIMPOSE LETTERS 
ON PHOTOGRAPHS OR 
DRAWINGS 

The crystal clear transparent 
Presto-Type background en- 
ables you to set your type 


directly on photographs and 
illustrations. 


PERFECT ALIGNMENT 
Convenient guide lines and 
transparent backgrounds per- 
mit perfect and easy align- 
ment of characters. 


BLACK LETTERS FOR 
LIGHT BACKGROUNDS 
Opaque, black letters for 
white or light backgrounds. 


WHITE LETTERS FOR 
DARK BACKGROUNDS 
White letters for use on 
black or dark backgrounds. 


| i 
DIRECTIONAL ARTHUR BROWN & BRO., M&E 4-46 

ARROW'Stoo! | 67 West 44th Street S ! 

Small, medium and large { New York 18, N. Y t 

arrows with whife outlines. | Send me descriptive folder on Presto-type. ! 

Has hundreds of uses! MAIL ; ! 

COUPON ; 1 

TODAY! ! 1 

! 

! 


TRY rats EASY NEW WAY 


Just place the letters in position on ,- 
your copy—they adhere themselves | 
—and you have perfect reproduction 


ARTHUR BROWN -& BRO. 


67° West. 44th- Street - 7 


@ Snap up your reproduction copy for offset and engrav- 
ings this quick, economical way. Set your own headings 
from a large selection of beautiful type faces. 


@ Each transparent sheet of Presto-Type contains the 
alphabet, numerals and punctuation marks of one size 
and type face in sharp, opaque black or white that will 
reproduce perfectly. In preparing your copy you simply 
cut the Presto-Type characters out of the transparent plastic 
sheet and place them in position on your copy. They 
adhere instantly—yet can easily be removed for resetting. 


@ Presto-Type is easily set in straight or curved lines, 
superimposed on photographs or artwork and used in 
countless other ways to give you good typography and 
low-cost reproduction copy. 
ONLY 75c per sheet 
Write for descriptive folder and type chart 


Poe Se ec Ne ae 


City & State .......cccccccee ‘ 


# New York 18, Ne Y.; 
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Loosge-LEAF graduated 


from the “new-fangled” class 


When bicycling was still very much of a national 
pastime . . . in 1900 . . . more and more business 
houses were finding Loose-Leaf a very practical, 
time-and-money saving, method of recording. 


To the CESCO Organization the year 1900 was a 
mighty important one because that was the year 
we proudly hung out our shingle and enthusias- 
tically started making, and pushing the merits of, 
Loose-Leaf equipment . . . little knowing at the 
time how big an Industry would come out of this 
“new-fangled” idea of an earlier day. 


He CC. E. 


sat 
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We're also glad of the part we played in the 
building of this great Industry . . . CESCO having 
pioneered and developed many of the Loose-Leaf 
ideas and devices in common use today. 


Tomorrow? CESCO is still on the job, still grow- 
ing and staffed with well-trained personnel ready 
to serve you in the months and years ahead. 


When a Loose-Leaf or Recording problem pops 
up ... check with CESCO! Send for our new, 
streamlined, Catalog No. 46. 


SHEPPARD CO. 
Executive Offices and Factory: 44-07 TWENTY FIRST STREET 


 visiBLe RECORD EQUIPMENT’ - * PRONG AND Post BINDERS « ADVERTISING ‘covers. 
STOCK Pay este Aids . OLS easel . be iat n SYSTEMS ETC. 
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LONG ISLAND CITY 1, N. Y. 
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A. Devaney, Ine. 

“Likes Hard Work!" 
% THE TRUE meaning has been sucked out of so many 
words in late years that it is increasingly difficult to put the 
truth into plain English. Yet that cannot be the reason why 
employers so generally say nothing but nice things about 
people who leave their employ. 

Is there any way to ring down the curtain finally on the 
solemn farce played almost every time a new office worker 
is hired? References are asked for, duly produced, and 
checked up, and all the while the old employer and the pros- 
pective new one are both well aware that the laudatory re- 
marks about the worker under consideration which one of 
them is giving to the other bear little if any relation to 
the truth. 

“Very conscientious worker.” “Likes hard work.” “Earn- 
est, able, and willing.” “I am sure will give satisfaction.” 

Follow up on praise like this by asking how it is that if 
John Doe is so good he is being let go, and there are plausible 
answers to that too, ranging all the way from “Curtailment in 
his department” to the already well-worn new one, “Had to 
make way for a returning veteran.” 

Unless you have done something really out of the ordinary, 
such as punching the boss in the nose or cracking the safe, 
you can always count on your old employer to keep some nice 
adjectives about you on tap, for the benefit of your new em- 
ployers, who won’t believe them anyway! 
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ORMS THAT 


FULFILL THE 


NEEDS OF YOUR 
BUSINESS .... 


Co = 
La Rh See Neth PRES so oe oo 


So precise—so accurate—so flexible 
to changing bookkeeping conditions, all 
Boorum & Pease forms are printed on good 
quality paper—some better than others, 
but all good. 


Rulings are clear and accurate, making 
posting extra easy. Sizes are varied to 
fit every need with extra columns to take 


care of any unexpected taxes or deductions 


that pop up. 
Order your supply from your B & P 
stationer today! 


ee Manufacturers of Visible Equipment 
4 loose-Leaf Covers and Forms \ Bound Books 


Product 


FOR EVERY RECORD—A WAY TO KEEP IT 


GENERAL OFFICES: 84 HUDSON AVE., BROOKLYN 1, N. Y. 
BOSTON 10: 29 OTIS ST. * ST. LOUIS 2: 115 SO. 8TH ST. * CHICAGO 7. 538 S. WELLS ST. 
NEW YORK CITY SALESROOM: 349 BROADWAY, NEW YORK 13. 
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Have You 
a Floater” 


in Your 


Office? 


By Miriam Coburn 


Supervisor, Centralized Stenographic Department, 
American Home Products Corporation, New York 


% QUESTION: What is a “floater”? Answer: 
A priceless pearl. 

Buzz goes the telephone. An anguished voice— 
“Look, Miss Supervisor, my secretary’s out sick. 
I’ve such a load of correspondence—must be got- 
ten out today. Could you loan me a steno?” 

Buzz again: “Miss Supervisor, this is an emer- 
gency—I’m really on a spot. Export orders ga- 
lore—piled sky-high. Must have the invoices 
typed today to catch these steamers—and here 
are three invoice typists out—absent. What can 
you do for me? Have you anyone you can spare, 
even if just for today, someone who can type and 
make sixteen good carbons?” 

Buzz-buzz once more, the wire throbbing with a 
voice heavy with distress: “Our comptometer 
operator out sick—top management waiting for 
figures promised today, to go to Washington. As 
a special favor have you anyone?” 

To these calls for help, this particular Miss 
Supervisor of my acquaintance answered “Yes,” 
and turning from her phone, bestowed congratu- 
lation on herself. Through her foresight—yes 
and through her labors—she held within the hol- 
low of her hand a pearl of great value. With ad- 
mirable perspicacity some months previously, she 
had persuaded her employer to permit her to keep 
within her centralized stenographic department a 
staff of workers who would be available at all 
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Photo courtesy Gregg Publishing Co. 


Ready for dictation 


times to fill in during emergencies caused by ab- 
sences or peak loads. 

Between periods of such emergencies, she kept 
these girls busy on typing jobs, or perhaps the 
stenographers did machine transcribing or went 
out on short calls for stenographers when the reg- 
ular girl was overcrowded in some particular de- 
partment. Whether these floaters were comptom- 
eter operators, billing machine operators, stenog- 
raphers, or what have you, practically all of them 
could do some typing, if only simple routine ad- 
dressing. Girls with knowledge of bookkeeping 
could be kept busy on collating or filing. All work- 
ers are glad of an opportunity to learn to type and 
this particular supervisor kept typing-training in- 
struction books on hand just for this purpose. By 
working in the centralized department, each girl 
became familiar with the ins and outs of her com- 
pany, its policies, its procedures, its personnel, 
and its products, and when called upon to fill in 
during emergencies, they were really worth some- 
thing immediately because they already had a 
foundation, with their knowledge of the way 
things were done. 

There is always work on hand in a centralized 
stenographic department, with the constant flow 
of work into the department. The addition of a 


OFFICE MANAGEMENT AND EQUIPMENT 27 


a ae Ae oy ae Cee) |. a : a ie oman At 
te Rens Ee! Se oe 2 Gh gl : j ok oer | a 
ae eine es i ae bale a Soe 7 ee hi ck a ie , : 
ca ee Be, a ier. we a bela A a i? é ‘ 
pote ‘a : : es: 7 Re eee ; LG > Se er ces 1 Oe oe , een © : E ¢ : 
ray 
. ; 
— ; | 
e ‘ 
ae | ‘ 
- . 
: 3 
s © 
= \ y 
alle . aad ; 
J ee Ei eee , / 
, a ; Se ee oe ap se 
- a 4 Ry A Sve, a = 
f cat # , tgs >... — F % 
- . ts a a qe ae Pe 
"i _ ba a a ae: a ; 5 
i 
oe 
a 
ig 
: 
: 
= 
E 
‘3 
4 
4 ane i i... an i a , 
I xe em 4g a es ee. oq [a cae ae = 


staff of floaters, although it means some addi- 
tional labor in training procedure, is no real hard- 
ship to the supervisor in charge. She too has the 
advantage of having on hand additional help, and 
the payroll costs are more than offset by the value 
of being able to complete a job on its due date in 
spite of emergency absences or peak loads. 

For instance, if a tax return is late and cannot 
be filed on the date it is due the penalty is heavy, 
to say nothing of the loss of “face,” whereas the 
additional monthly sum paid out to the floater is 
equalized by the fact that the return is filed on 
time. And perhaps too during that month that 
floater filled in for several other jobs in other 
emergencies, thus serving more actually when 
totaled up than her salary amounted to, not to 
mention the amount saved in avoiding the over- 
time resulting if other workers had to double 
up on this work to compensate for absences. 

The floater staff should be employed on a per- 
manent basis, at the going rate of pay for their 
particular job classifications, and they should be 
taken on with the clear understanding that their 
“home” desk will definitely be in the centralized 
department, but that they will be loaned out, when 
needed, to other departments. They should also 
be told that in all probability they will obtain an 
excellent permanent position in their own line 
whenever openings occur. 

Many of these floaters are beginners who go 
through a training course under the supervisor’s 
guidance. Many of them are on their very first 
job—anxious to learn and eager to advance. When 
vacancies occur throughout the organization, they 


are considered for these positions at the recom. 
mendation of their supervisor. The time of busy 
executives is saved over and over again because 
the training which the girls have received within 
the organization itself prepares them to step into 
a position and carry on with little supervision. 

Often too an applicant may be available in a 
certain line who is particularly desirable but for 
whom there is at the time of application no open- 
ing suitable to her capabilities. Perhaps the per- 
sonnel manager knows that a new department in 
this applicant’s particular field is soon to be 
opened up. How can he hold this very desirable 
prospect? Simply by placing her in the floating 
staff of the centralized stenographic department 
where she may acquire a knowledge of the busi- 
ness and be immediately available. 

The planning for a floater staff is very simple. 
First the department is organized and staffed 
with sufficient help to fill the supervisor’s needs 
for her regular “customers”; these workers form 
the main body of her staff and are not disturbed 
on their own particular jobs except for promotion 
— if she can promote without loss to the enfficiency 
of the department—in other words, if she can 
promote and transfer, and have a replacement im- 
mediately available. Then, the floater staff may 
be formed, starting, say, with a typist who is in- 
terested in bookkeeping, to loan on bookkeeping 


_ jobs, a typist who wants a stenographic job and 


who has a knowledge of shorthand, to loan out in 
steno emergencies; a billing clerk who can type; 
a file clerk who can type or who wants to learn to 
type; and so on. 


Floaters work at variety of tasks while awaiting call 
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A. Devaney, Inc. 


It helps morale when everyone knows what makes the office tick 


Office People Should Understand 
Relation of Office Operations 


By W. H. Conant* 


of Conant, Clawson & Co., New York 
Consultants on Industrial Methods, Operations, and Management 


*IT IS no news to any office head that his affairs 
are simply papers, procedure, and people. Diverg- 
ent as lines of business are, their office work has 
common needs. But not all office heads fit these 


three elements equally well to their particular 


purposes. 

All routines are for consummating and facilitat- 
ing transactions and are but a means to a com- 
mercial end. Some offices become so absorbed in 
rituals, however, that transactions are poorly 
facilitated and but tardily consummated. The 
larger the office the more prone it is to operate 
by rote rather than by selective reasoning. Sys- 
tems or mere sequences of detail once set in mo- 
tion roll on by precedent and personnel momen- 
tum. An inventory of all operations from time 
to time will spotlight the treadmills which pro- 
duce motion without purpose. 


* Mr. Conant is the author of a number of books and mag- 
azine articles on management and methods. His books in- 
clude Business Administration and Letter Writing in Busi- 
ness (Gregg Publishing Co.), Outworn Business Idols (Bar- 


ron’s), and Twenty Business Cocktails (H. J. Lucas Co.). 
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The office operations in any kind of business 

enterprise are divided into these three groups: 
IMPULSE CONTROL RECORD 

One set of functions is the energy—the motive 
power—of the business and is here called Impulse. 
It is transmitted through sales effort, purchasing, 
hiring, authorizing, and invoicing. 

Another set of functions limits and controls 
the forces thus set in motion, and operates 
through accounting, payroll, cost estimates, stand- 
ards, and reports. 

The third group maintains the histories of re- 
sulting affairs, and is needed for decisions and 
actions in both other groups. Correspondence 
files, credit files, customer data, suppliers’ data, 
inventories, and employee records are the province 
of this third group. 

Adequate but economical procedures are re- 
quired for each of these functions but not in pro- 
fusion or duplication. The smallest amount of 
detail needed for any function will be the most 
accurately executed and the most effective in re- 
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sults from its greater promptness. Nearly all 
detail can be simplified after first trial and this 
is especially true of detail which has been long 
established without revision. The cost of super- 
fluous detail is no greater objection to its con- 
tinuance than its lack of quick response to the 
business operations for profit. 

Office operations make no profits: to the con- 
trary, they are a tax on the gross profit of trans- 
actions. They are an essential tax but not to any 
luxurious percentage. Rarely, however, are their 
costs appraised and adjusted to the prudent per- 
centage for a given enterprise. 

The aim of all procedure both of forms and of 
their movement should be directed at these prime 
essentials: 

SIMPLICITY COMPLETENESS CONVENIENCE 

The most prevalent error is over-elaborateness 
or over-doing the requirements. All originators of 
forms tend to include too much information in any 
single layout. And this is doubly true of com- 
mercially supplied forms which inherently seek 
to cover as wide an area of application as possible. 
Each single heading on a new form or on one to 
be revised should be subjected to cross examina- 
tion by others beside the person who first drafts 
it. 

A fact widely ignored is that the less informa- 
tion called for by a form, the more fully and cor- 
rectly it will be supplied. 


Completeness of a precedure makes it truly 
effective and is demonstrated by the elimination 
of unnecessary movement back and forth or 
among too many successive desks. Oral instruc- 
tions should not be required to supplement the 
written data of really complete routine, and re- 
checking is a symptom of incompleteness. If 
forms be simple and procedure complete, both 
speed and accuracy are abetted. 

Convenience requires that forms have the right 
amount of space for the normal information to be 
inserted; that information be called for in a se- 
quence that fits the mechanical operations of in- 
serting it; and that sizes, shapes, margins and 
line spacing be suited to the equipment in which 
the forms are to be worked. 

In general, system errs on the side of too much. 
There are both too many forms, too many copies 
for each form and too much overlapping of pur- 
poses and records. Instruct#ons and records be- 
come more responsive to the business operations 
when pruned of every excess or duplicated feature. 

The effect on personnel of these principles is 
worth attention. All people are affected by the 
fatigue of monotony even if to varying degrees, 
When they must resign themselves to unending 
repetition of anything, their interest in it wanes 
steadily though often imperceptibly. As interest 
slackens, errors increase. To counteract this 

(Turn to page 56) 


Work in peace. The acoustically-insulated tabulating machine room at offices of Owens-Corning Fiberglas Corp., Toledo, Ohio 
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In general offices at Higgins, Inc., New Orleans 


Higgins Organization Fortunate 
in Made-to-Order Plant Office 


By Cheney Archer 


% ONE OF THE most impressive of the nation’s 
great plants built during the war is that of 
Higgins, Inc., at New Orleans. 

The site is located approximately 13 miles east 
from the business district of New Orleans and is 
adjacent to Gentilly Roads the main highway be- 
tween New Orleans and the Gulf. 

The entire area comprising this site was part 
of a former sugar plantation, of which two brick 
chimneys still remain in front of the main office 
entrance and are preserved as historical monu- 
ments of Louisiana. 

The plant consists of a manufacturing building 
with a sub-assembly portion 1,366 by 560 feet, 
with a mezzanine floor 120 feet in width by 1,366 
feet in length and a final assembly area 1,680 by 
535 feet. 


April, 1946 


To the north and forming part of the wall of 
the main building is a two-story engineering build- 
ing, 50 feet wide by 1,156 feet in length. This unit 
is separated by a 40-foot court from the two-story 
office building, 50 by 836 feet which faces Gen- 
tilly Road. These two buildings are masonry 
wall construction with wood posts and beams and 
wood second floors and roof framing. The bays 
are 16 by 16 feet throughout. 

Painted plasterboard facing was used through- 
out the interior of the office building at the ex- 
terior walls and all columns, with plastered walls 
only in the main entrance lobby and the group of 
executive offices located in the west end of the 
second floor. The engineering building has paint- 


-ed masonry walls. The floors of both buildings 


are of cement, and together with the second 
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Directors’ room, Higgins, Inc. 


floors, are covered with asphalt tile, with acoustic 
ceilings over both floors. There are two enclosed 
bridge passageways at each side as well as a 
two-story central passage between the engineer- 
ing and office buildings for easy access across the 
court. The wood and glass partitions around 
offices are constructed of wood and fibreboard. 
Flexwood facing is used as a wainscot and wall 
material in the entrance lobby and in the execu- 
tive offices. Economy, however, was the watch- 
word throughout the entire project, utilizing the 
best available materials with a minimum of cost 
wherever possible, but still keeping the interests 
of the owner as well as good construction in mind. 


Heating arrangements 

The office and engineering buildings are heated 
by warm air circulated by means of ducts made of 
non-critical materials, with units similarly housed 
above the office and engineering roofs. 

A canteen system of feeding the employees was 
installed, with canteens serving food cafeteria 
style, located throughout the factory, and a large 
cafeteria for the office employees capable of feed- 
ing 2,000 throughout the lunch period, located 
adjacent to the complete central kitchen. 
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Albert Kahn Associated Architects & Engi- 
neers, Inc., Detroit, were the architects and engi- 
neers on this Higgins project. The office was out- 
fitted by F. F. Hansel! & Bro., Ltd., New Orleans. 

The Hansell company furnished all the equip- 
ment required for the executive offices and the 
board and committee rooms, as well as the desks 
and chairs required for the general office and the 
plant. The Hansell company also furnished some 
of the extensive filing equipment required. 


For needs of peace 

The business of the Higgins organization, 
whose operations reached a tremendous peak dur- 
ing the war, has been switched over to peace-time 
uses and is daily expanding as new opportunities 
are exploited for the sale of the Higgins products 
designed for the needs of today and tomorrow 
everywhere. 

The fine offices which served for the paper work 
associated with one of the country’s major war 
plants are geared now to the work of peace and 
serve as the directing center for a modern plant 
which will take its place permanently in the 
nation’s productive set-up for needed civilian 
products. 
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Two Executive Offices at H 


Office of Andrew Jackson Higgins 
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Lobby in office of Higgins, Inc., New Orleans 


Purchasing Agents’ Convention May 27th-29th 


% THE CHALLENGE that faces the purchasing 
profession and its opportunity to prove its value 
to management in these turbulent days of indus- 
trial reconversion and shortages will provide the 
theme for the 31st annual international conven- 
tion of the National Association of Purchasing 
Agents at the Hotel Stevens, Chicago, May 27th, 
28th, and 29th. 

George A. Renard, of New York, executive sec- 
retary, says that a capacity registration of 2,500 
visitors has already been assured. Because of the 
tight hotel situation in Chicago, he emphasizes, 
the association is not urging visitors to attend 
unless they are assured of accommodations be- 
forehand. 

Such traditional NAPA convention features as 
the Early Birds’ Dinner (the night before the con- 
vention) and the annual banquet already are 
sold out. 

Speakers have been carefully selected with a 
view to their position in the reconversion scheme 
so that the attending purchasing agent might pro- 
cure, so far as possible, some inkling of what the 
future holds in regard to price, availability of 
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supplies and materials, government policies, and 
other factors that affect purchasing. 

Mr. Renard says that the convention will stress 
the theme: “Purchasing’s Challenge and Oppor- 
tunity.” 

“Never before, not even during the days of 
scarcity and upset just before the war, have pur- 
chasing agents been so hard put to find materials 
to keep industry moving,’ says Mr. Renard. 
“Management is beginning to realize now the 
vital importance of its purchasing agents in pro- 
curing drastically scarce materials and supplies. 

“Usual sources of supply now are found to be 
inadequate or entirely non-existent, largely due 
to their own reconversion problems. That means 
that the purchasing agent must scour the market, 
tap all possible sources to get the goods and ma- 
terials that management needs to keep in opera- 
tion. 

“Indeed, these truly are days of challenge and 
opportunity to the purchasing profession.” 

The NAPA convention committee consists of 
Roy F. Stiles of the Stewart-Warner Corp., Chi- 

(Turn to page 66) 
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A good form manual is a most useful office too! 


Standards for Form Manuals 


By George W. Peak* 


Staff Member, Griffenhagen & Associates, Consultants in Management, 
Chicago, New York, Washington, Boston 


% A COMPANION paper published in the March 
issue outlined a number of suggested standards 
for business forms. This is a supplementary 
paper on suggested standards applicable to form 
manuals. 


A form manual serves many different purposes. 
It provides a convenient frame of reference for 
the guidance of those who use particular forms. 
It serves as a “bible” or “dictionary” when it is 
necessary to look up obscure points. It rests near 
the desk of the executive, who may need it in- 
frequently but quickly. It is useful with respect 
to the training of new employees in their duties. 
It is a formal record of certain company practices. 


There is some question as to whether or not a 
form manual serves these purposes as well as 
does what might be termed a “procedure” manual. 
It has been pointed out that a procedure manual 
has some advantages over a form manual, among 
which are that the former: 


*The author is indebted to his colleague, Mr. Charles R. 
Simmons, for certain suggestions as to the standards included 
in the check list. Needless to say, the author takes full 
responsibility for any errors of fact or judgment. 
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(1) gives each person a comprehensive view, 
in “predigested” form, of an entire work flow 
and an understanding of the relation of each pro- 
cedural step to the other parts of the work flow; 

(2) does not introduce the treatment of alter- 
nate work flows or alternate steps of a particular 
work flow at numerous points in the text of the 
manual, but deals with each alternative as a 
separate segment of the entire flow; 

(3) is more suitable for purposes of training; 

(4) does not necessitate the inclusion of in- 
structions regarding an entire work flow under 
a heading for a form that is merely incidental to 
the work flow. 

Nevertheless, even if a procedure manual is 
used in preference to a form manual, it would ap- 
pear that an abbreviated form manual would 
still be desirable as an appendix or supplement 
to the procedure manual. It is assumed in this 
paper that the form manual is to be made com- 
plete, and the suggested standards relate to a form 
manual that is separate and distinct from any 
procedure manual. 

(Turn to next page) 
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(From preceding page) 

The suggested standards are as follows: 

A. As to Identification and Control of Manual: 

1. Choose shortest name for manual that is 
indicative of its contents without being ambigu- 
ous. 

2. Place name of manual in conspicuous place. 

3. Place name of company and/or organiza- 
tion unit issuing manual in a semi-conspicuous 
spot in close proximity to manual name. 

4. If manual is one of a series, assign manual 
number and place it in conspicuous spot in close 
proximity to manual name. 

5. Set up system for control of manual. Number 
each copy; issue copies only to those to whom 
manual is useful; keep record showing to whom 
each manual is charged; provide for return of 
copies when employees are separated from the 
company; take inventory once a year to establish 
physical existence of manual and to ascertain 
that the copies have been kept up to date by in- 
sertion of revisions and new material and removal 
of superseded material. 

B. As to Arrangement of Material Within Manual: 

1. Provide for table of contents in front page 
of manual. 

2. Date each page of manual (use short date, 
i. e-—8/2/46, preferably at lower right corner) 
with date of issue and provide for showing date 
of each page on a “contents” page or pages (such 
page or pages may be kept in master copy only, 
unless it is important that each holder of manual 
have immediate access to the information). 

3. Arrange manual in sections by subject mat- 
ter, thus (1) allowing parts of manual to be issued 
where persons are not concerned with whole man- 
ual, and (2) making it easier to examine related 
forms. 


4. Number each section of manual; provide 
room for expansion of section numbers so as not 
to throw sections out of order. 

5. Number each page of manual; provide room 
for expansion of page numbers so as not to throw 
pages out of order. 

6. Number each paragraph of manual; provide 
room for expansion of paragraph numbers so 
as not to throw paragraphs out of order. 

7.°Provide a section of the manual that will 
be a cross reference from form numbers to page 
numbers in the manual. 

8. If, in writing one paragraph of manual, it is 
necessary to refer by number to another para- 
graph, provide in a separate section of manual a 
‘able of cross-references for such paragraphs; 
avoid occasion for such cross-referencing where- 
ever possible. 

9. If table of contents and division of manual 
into sections do not serve adequately as index to 
manual, provide index to subject matter. 

C. As to Reproduction and Binding of Manuals: 

1. Issue manual in loose-leaf sheets to provide 
for revision, expansion, and contraction; provide 
usable binding for manual. 

2. Choose type of paper for manual in accord- 
ance with number of copies to be issued and with 
type of handling treatment manual will receive; 
also, choose paper size in accordance with these 
two factors. 

3. Print pages on both sides of sheet to reduce 
size of manual. 

4. If forms are reduced or enlarged in size for 
presentation in manual, show dimensions of each 
form. 

5. If forms are reduced or enlarged in size for 
reproduction in manual, maintain folder or folders 


(Turn to page 64) 


~ Skilled form planning—a basis for efficient control 
By Ewing Galloway 
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In Transcribing Bureau at New York office of General Electric Co. 


The Advantages of Bonus Plans 
For Dictating Machine Operators 


By Trusselle Harvey 


Supervisor, Transcribing Bureau, New York Office, General Electric Company 


% A NEW member of the Transcription Super- 
visors’ Association happened to remark casually 
to a woman sitting next to her at a dinner meet- 
ing, ‘““‘We have a bonus plan in our department.” 
The other woman’s reaction was odd. It was a 
sort of withdrawal. The new member, feeling 
sure that she had been misunderstood, hastened 
to assure her dinner companion that what she 
had said was that they had a “bonus plan,” not 
the “bubonic plague.” 

Fortunately this attitude is more amusing than 
typical. Any odium still attached to bonus plans 
for office workers is due in major part to popular 
misconceptions about them and even the miscon- 
ceptions are disappearing fast. 

There is no reason why bonuses should not be 
entirely acceptable, even popular, with office work- 
ers. The benefits to the workers include, besides 
the obvious and most important one of increased 
earnings, such less obvious ones as equalization of 
working conditions (removing a frequent cause of 
friction), relief from the nervous, often nagging, 
concern of the supervisor, greater job satisfaction 
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in seeing extra effort and ability promptly 
rewarded. 

On the company side, the management benefits 
from the lowered operating costs resulting from 
increased production, as well as from the im- 
proved income status of the employee. Higher 
income jobs draw and hold more responsible, 
better educated workers. 

Among office jobs affording possibilities for 
incentive applications, dictating machine tran- 
scribing offers a fruitful field because of the 
standardized, repetitive nature of the work. 

Installation of a bonus plan for dictating ma- 
chine operators should be preceded by studies of 
existing averages over a considerable period of 
time and investigation of similar plans in other 
offices, as well as conferences among comptroller, 
office manager, and transcribing department 
supervisor to determine and agree upon objectives 
and expectations. 

When a bonus plan is first contemplated, the 
supervisor of the transcribing department usually 
has four major questions. She wants to know: 
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1st—Will not a bonus plan effect morale? Do 
not the operators resent having to work harder 
for the same income? 

2nd—Does not the quality of the work suffer as 
a result of the speed-up? 

3rd—-How can work be distributed fairly so 
that all have an equal opportunity to make a 
bonus when the dictation of some men is more 
difficult than that of others and must be confined 
to operators experienced in handling it? 

Ath—In case of insufficient flow of work causing 
idle time, do not the operators have a real griev- 
ance if their income suffers as a result of circum- 
stances over which they have no control? 

The first question, ‘““Do not the operators resent 
having to work harder for the same income?” is 
popular misconception number one. It presup- 
poses that the employer is going to cut salaries to 
a nominal figure, substituting a bonus for the 
difference. 

There is no reason why this should be done. 
The bonus will pay for itself even if superimposed 
on existing salary scales. By way of illustration, 
assume a unit of four dictating machine operators 
transcribe an average of 700 lines per day. The 
individual operator output might vary somewhat 
as follows: 


Daily Average 
gy Re ere rey ee rr 600 lines 
MINI anita ctecciad more oie resonate be 750 lines 
Oy SE re er 650 lines 
OE ee er rr eee 800 lines 

MEE enetS ote scheswecmecus 2,800 
MD. xi de caecannceur ea 700 


Assume that as a result of bonuses the total 
production is increased an average of 150 lines 
per day per operator—an altogether reasonable 
expectation; on a bonus basis of, say 1% cent per 
line for every line transcribed over and above the 
former average of 700 lines, the output and bonus 


of each operator might result in something like 
the following: 


New Required Bonus 
Average Average PaidOn At ee 
Operatorl...... 750 lines 700 lines 50lines $ .25 
Operator 2...... 900 lines 700 lines 200 lines 1.00 
Operator 3...... 800 lines 700 lines 100 lines 50 
Operator 4...... 950 lines 700 lines 250 lines 1.25 
3,400 $3.00 


It will be noted that as a direct consequence of 
bonus the total production of the four operators 
has increased from 2,800 to 3,400 lines, or an 
increase of 600 lines per day, representing the 
approximate equivalent of one additional opera- 
tor. It will be noted, too, that the cost on this 
basis is much lower than it would have been had 
a new operator been added. 

The amount of bonus and required linage before 
bonus can be adjusted upward or downward at the 
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discretion of the individual company to yield 
more, or, if desired, less than this amount in say- 
ings, but best results are obtained when the com- 
pany and the employee shade equally in the mone- 
tary benefits resulting from the increased pro. 
duction. 

In answer to the supervisor’s second question, 
“Does not the quality of work suffer as a result 
of the speed-up?”, it might be said that this is a 
matter of standards. If the company’s traditional 
attitude toward quality of work has always been 
uncompromisingly high, this condition is more 
than likely to prevail under all circumstances. Em- 
ployees do not lose their work habits or traditional 
training easily, especially if the company itself 
maintains its vigilance. 

However, there are safeguards which can be 
employed to insure against the development of 
such a condition. 

First, there is the negative method repre- 
sented by penalties—so many lines deducted for 
each error from the total linage count toward 
bonus. This method causes friction and does 
nothing toward removing the cause of errors, 
namely, the employee’s resignation to the unavoid- 
ability of errors. She feels if she makes an error 
and is penalized for it she has paid her debt; there 
is no further obligation on her. She can continue 
to make errors so long as she is willing to pay for 
them. 


(Turn to page 50) 


Some of Those Who Will Exhibit 


at NOMA Conference 
Hotel Stevens, Chicago, June 2nd-5th 


Friden Calculating Mach. Agency, Chicago 

Office Equipment Co. of Chicago. 

Wheeldex Chicago Co., Chicago. 

Triner Sales Co., Chicago. 

Globe Furniture & Stationery Co., Chicago. 

Amer. Automatic Typewriter Co., Chicago. 

Rockwell-Barnes Co., Chicago. 

A. B. Dick Co., Chicago. 

Rol-Dex Co., Chicago. 

Horder's, Inc., Chicago. 

Ditto, Inc., Chicago. 

Standard Manifold Co., Chicago. 

International Busine# Mach. Corp., Chicago 

Marchant Calculating Mach. Co., Chicago. 

Commercial Controls Corp., Rochester, N. Y. 

Office Management and Equipment 

The Stenotype Co., Chicago. 

Recordak Corp., New York. 

Paul L. Karstrom Co., Chicago. 

The McCaskey Register Co., Chicago. 

DoMore Chair Co., Inc., Elkhart, Ind. 

National Blank Book Co., Chicago. 

The Todd Co., Inc., Rochester, N. Y. 

Monroe Calculating Machine Co., Inc., 
Orange, N. J. 

Standard Duplicating Mach. Corp., Chicago. 

Polychrome Corp., Yonkers, N. Y. 

Niagara Duplicator Sales & Service, Chicago. 

Marshall-Jackson Co., Chicago. 

Acme Visible Records, Inc., Chicago. 

Ralph C. Coxhead Corp., New York 

Workman Service, Inc., Chicago. 
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By Ewing Galloway 
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How best utilize the office machinery of tomorrow? This and many another office problem will be 
on the agenda of NOMA's 1946 Conference 


National Office Management Association 


Plans Fine Program 


% ALL information from the Chicago Chapter 
NOMA Conference Committee indicates that the 
1946 National Office Management Association 
meeting June 2nd-5th at Hotel Stevens, Chicago, 
will be one of the most outstanding. 

This is the prediction of Kenneth W. Moore, 
general chairman, and Joseph M. Herrmann, 
vice-chairman. Both are agreed that the subjects 
for discussion will produce information of great’ 
practical value to office executives. 

“The fundamentals of office management which 
have been missed during the pre-war and war 
years will be given a dominant place in the pro- 
gram,” says Mr. Herrmann. “Our theme is, ‘Let’s 
Get Down to Business.’ We will talk about basic 
things, not just superficialities or externals. We 
will discuss problems which are vital to the peo- 
ple whose job it is to get the work out each day 
under conditions which are just as bad, if not 
worse, than during the war period.” 

Mr. Moore stresses the fact that the conference 
actualiy will get under way with an elaborate 
Sunday program. 


April, 1946 


for June Conference 


“We are not planning just that old-fashioned 
dinner for early arrivals,” he says, “but we 
guarantee a really sensational evening on Sun- 
day.” 

The program will begin on Sunday, June 2nd 
at 2 o’clock with a conference of incoming and 
retiring chapter presidents and vice-presidents, 
after which a reception and refreshments will 
follow at 5:30 P.M. The chapter presidents’ din- 
ner will begin at 6:30 P. M., and the presidents 
will be hosts to all those attending the conference. 
Everybody, including the ladies, is expected. En- 
tertainment will include top stars of radio and 
theatrical world. 

For those who will arrive Saturday night or 
early Sunday, information will be provided as to 
the many places of interest which may be visited 
in Chicago, such as the Art Institute, the Mu- 
seum of Technology, the Aquarium, the Conser- 
vatory, the Brookfield Zoo, and about yachting 
and major league baseball games and other events 
of interest. 

(Turn to page 60) 
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Ted Cummings and Mili Hudson, of Manhattan Life, deposit their suggestions in the company's sugges- 
tion cabinet. The first of the following month both were made happy by cash awards for their ideas. 


Good Ideas Produced for Manhattan Life 
By Well-Planned Suggestion Box System 


By Vivian Kent 


% WITH monthly awards ranging from $5 to 
$200 as incentives, a suggestion system, intro- 
duced the first of the year at Manhattan Life In- 
surance Co., New York, is awakening employees 
to a keen and critical interest in methods of opera- 
tion and has already led to the adoption of many 
helpful ideas. The plan also performs a valuable 
service in revealing executive ability. 

Colorful, interesting promotional features de- 
vised to spotlight the plan have much to do with 
the large percentage of excellent suggestions ob- 
tained. The photographing of monthly prize win- 
ners for a picture gallery on the fourth floor, at- 
tractive posters displayed in every department, 
and live, constant follow-up in the company’s 
monthly house organ, The Mad-Hatter, are among 
the most effective. 

The first month the plan went into effect, 
twenty-one of the 125 employees submitted sug- 
gestions. Six won immediate cash awards, and 
decision was deferred on six other suggestions for 
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fuller examination. Only nine were rejected. 
About the same number were entered in Feb- 
ruary, and again six winners were picked. Most 
of the awards were for $5 or $10, but some of 
these were initial awards which might be in- 
creased in the discretion of the Suggestion Com- 
mittee when the ideas were reevaluated and their 
actual value in use determined. 

One popular feature of the system is the iden- 
tification of sponsors of suggestions only by num- 
bers printed on entry blanks. Not until awards 
are announced does the employee make himself 
known by presenting a numbered stub that corre- 
sponds with the winning blank. 

One of the best suggestions in the February en- 


-tries was for fire extinguishers on all floors. Lack 


of protection, the employee making this suggestion 
indicated, might endanger important records. This 
winning idea was promptly put into effect and ex- 
tinguishers were installed close to files on all floors 
as quickly as they could be arranged for. 
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Promptness in applying ideas that receive 
awards is one of the policies heightening the effec- 
tiveness of the suggestion plan. For swift action 
convincing employees of the real worth of their 
thinking leads to the development of other ideas. 

A winning suggestion to partition offices to re- 
duce noise and increase efficiency in locations 
where tabulating and similar machines are used, 
especially timely as the seventh floor was being re- 
vamped, came from a girl who repeated in March 
with a suggestion for a portable wagon to save 
labor in carrying heavy commission books through 
the various departments. 

A desk for the use of policy holders in the lobby 
of the fourth floor where premiums are paid rated 
a check. An award was also voted for the sug- 
gestion of developing the company library. 

When the worth of a suggestion is not clear, 
thorough investigation is made by the members 
of the committee passing on awards, of which 
Wendell Buck, assistant to the president of the 
company, is non-voting chairman, and Alden F. 
Jacobs non-voting secretary. 

One of the winning March entries, for instance, 
suggested that the switchboard operator be ad- 


Ted Cummings suggested additional fire extinguishers to protect valuable records. 
Manhattan Life accepted the idea, and here is Barney Cesaretti installing one of 
the extinguishers, some of which are the small portable type. 
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vised of all new employees and their telephone 
extensions and of employees who have left the 
company. The worth of the idea was not obvious, 
but investigation revealed that lack of such infor- 
mation caused the operator to lose considerable 
time in making connections. 

In the same way, the value of a special cancel- 
lation symbol linked with the company’s ninety- 
sixth anniversary this year, suggested to replace 
the “V for Victory” discontinued after the war, 
was carefully weighed before a prize was voted. 
Favorable opinion concerning the former symbol 
indicated the probable worth of a new one. 

A suggestion for turning off radiators from 
Friday night to Monday morning was rejected 
after consulting the engineer, who believed that 
savings would be negligible owing to lower tem- 
peratures Monday morning and the necessity of 
having an employee open all radiators. When 
suggestions are rejected for such reasons, a re- 
quest that the employee contact the secretary of 
the awards committee is posted on the cabinet and 
the explanation made. 

Prompt judging of suggestions proves as help- 
ful as their prompt adoption in popularizing the 
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Suggestion Box winners are played up regularly in Manhattan Life's office magazine, “The Mac 

Hatter." "Ain't it wonderful what a check waved in front of the camera will do?" said the captio» 

on this photograph of one batch of winners—Russ Kimberley, Mili Hudson, Ted Cummings, Harr, 
Smith, and Bill Lennox. 


plan. The committee meets on the first business 
day of each month. All suggestions have previ- 
ously been collected from the locked cabinet on the 
fourth floor by the secretary, who must be ac- 
companied by another committee member. 

All suggestions are first read to the committee 
by the secretary, and promising ideas selected for 
further consideration. The latter are again read, 
classified in one of three groups determining 
awards, and the four employees who are voting 
members of the committee make their decision. 
Three affirmative votes are necessary for an 
award, the chairman voting in case of a tie. 

Awards from $5 to:$200 are immediately made 
for suggestions in group A, which involve a tan- 
gible cash saving. Classified in group B are sug- 
gestions that have a cash saving that cannot be 
readily approximated, rating initial awards from 
$5 to $20. The suggestion that a card sorting 
machine should be moved for greater efficiency 
from one floor to another would, for instance, fall 
into this category. Such suggestions may be re- 
evaluated at any time within a year, the commit- 
tee increasing the initial award if warranted by 
the savings obtained, up to a maximum of $200. 
Reports from department heads where the sug- 
gestion functions six months after the initial 
award will afford a basis for re-evaluation. 

Absolute intangibles—suggestions which may 
promote comfort or appearance but which have no 
apparent cash saving—are classified in group C. 
Here initial awards are from $5 to $10, with the 
ultimate maximum, determined by re-evaluation, 
fixed at $200. 
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At the conclusion of the meeting, numbers of 
winning suggestions and awards are posted beside 
the suggestion cabinet, with the request that win- 
ners present their identification stubs, which they 
have detached from entry blanks, to receive 
checks from the secretary. The winner’s signa- 
ture is also required on the posted sheet beside the 
number of the entry blank. 

All employees are eligible to make as many sug- 
gestions as they wish. Department heads, how- 
ever, are limited to suggestions relating to other 
departments than their own, although these are 
not disqualified if they are also applicable to their 
own department. 

Suggestion blanks include space for results that 
the sponsor believes will follow the adoption of his 
idea. Additional blank sheets may be used. 

Linked with the skillful promotional program 
devised by Mr. Buck, was the announcement of 
the plan, timed for the annual Christmas party 
at the Great Northern Hotel. A letter, a set of 
rules, and specimen blanks, employees were told, 
would be mailed to their homes before Christmas 
Eve. 

The arrival of the letter at the holidays drama- 
tized the new plan and interested all the members 
of the family. As suggestions were discussed, it 
was natural for a father, brother, or sister to say, 
“Did they ever try this idea?’ and recount some 
effective methods drawn from his or her own of- 
fice experience. 

The letter, to which a booklet outlining the 
plan was attached, closed with holiday wishes and 
a sentence summing up its purpose. 
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NEW THINGS 


in the News 


RIGHT: 

KOROSEAL IN OFFICE EQUIPMENT. This handsome 
chair is from the Harter Corp.'s new line of office chairs 
upholstered in Koroseal, the new B. F. Goodrich material. 
According to the company, this new material has so many 
advantages that the normal life of an office chair will be 
greatly extended, and it will keep its good appearance for 
a long time. Because it is completely waterproof, Koroseal 
can be washed as easily and safely as glass. Highly re- 
sistant to abrasion; flexible. I¢ will not stick or crack and 
remains smooth and wrinklefree even over the softest foam 
rubber. The company also says it is scuff-proof and resists 
ink, perspiration, and grease, and is not affected by heat or 
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cold. From the Harter Corp., Sturgis, Mich. 


RIGHT: 

FREEDOM FROM LEAD BREAKAGE. This new refillable 
draftsman's pencil has been designed to eliminate the an- 
noyance of broken lead. According to its makers, the Charles 
Bruning Co., Inc., 4754 Montrose Ave., Chicago 41, it is 
constructed on an entirely new principle. A new type of 
clutch holds the lead firmly in a non-slip rubber grip that 
prevents the nicking and scoring of lead which cause break- 
age. Light in weight and properly balanced, the long barrel 
on this pencil permits the use of any full length standard 
drafting lead, from .079 inches to .070 inches which includes 
HB and 9H. The grip is knurled to provide a firm hold to 
prevent slipping whether it is held close to or away from 
the point. An adjustable cap provides easy identification 
of the degree of lead used. Priced at $1. 


LEFT: 


FLUORESCENT COPYHOLDER LAMPS for typists, are 
again being manufactured by the Copy Right Mfg. Corp., 
53 Park Place, New York. The new lamp has several im- 
provements over the prewar model. It can easily be at- 
tached by anyone directly to all front-vision line-by-line 
copyholders. Copyholder and lamp thus become a neat, 
sturdy, compact unit, leaving the desk surface free and clear. 
This fixture takes a 15-watt fluorescent tube and diffuses 
soft, heatless, glareless, and shadowless illumination over 
copy, work, typewriter, and both sides of the desk. The 
Copy Right lamp enables stenographer-typists to work in 
comfort and with maximum speed, efficiency, and accuracy 
under bad overhead lighting, or no overhead lighting at all. 
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BELOW: 


PANIC-PROOF TRIGGER-TOUCH release is feature of this 
new 15-lb. carbon dioxide fire extinguisher. Mobility and ease of 
operation are all important in combating the sudden flammable 
liquid and electrical blaze that constantly menaces shops, fac- 
tories, and offices. With these factors in mind, the Randolph 
Laboratories, 8 East Kinzie St., Chicago, has produced this ex- 
tinguisher that is carried and operated with uninterrupted, 
single action. Grasping the unit by its arched-steel handle, the 
employee removes the extinguisher from its bracket, and carries 
it with only one hand. The other arm is free to remove ob- 
stacles and open doors while on the way to the fire. On ap- 
proaching the fire, the operator grasps the nozzle handle with 
his free arm, and aims it et the base of the flames. One touch 
of the thumb-trigger discharges a penetrating, snowy blanket of 
carbon dioxide gas. Underwriters’ Laboratories fire tests show 
it smothers an 8-quart gasoline fire in nine seconds. Release of 
the trigger automatically stcps the flow, and saves the remainder 
of the charge. There are ro valves to twist. Long-range hose 
and nozzle keep the fire fighter at a safe distance from the heat 
of the blaze, and permit easy access to overhead, side-wall, or 
engine compartment fires. 
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LEFT: 


LAUNCH UNITED NATIONS' POSTAL SERVICE. Postmaster 
Albert Goldman of New York (right) takes UNO check for 
$500 to make first setting cf postage meter to imprint the 
distinctive postage stamp of the UNO. The stamp bears the 
regulation U. S. Postage Meter stamp with the official UNO 
world symbol alongside. The electric postage meter mailing 
machine was donated by Donald E. Johnston, of Pitney-Bowes, 
'nc., Stamford, Conn. 


BELOW: 


HOW MANY LINES are left on the page? This frequent 
question can be answered with this typewriter line indicator. 
The Typulator, easily attached to the typewriter platen, tells 
the typist exactly how many lines are left at the bottom of 
the paper. This will prevent incorrect centering, typing too 
low on the page, uneven bottom margins, crooked lines, and 
those crowded signatures on letters. A special feature of 
the Typulator is its red warning band, which automatically 
warns the typist that she is approaching the bottom of 
the sheet. With each Typulator comes an eight-page il- 
lustrated instruction booklet, describing new typing methods 
made possible by the Typulator. Made in various models to 
fit standard and portable typewriters, it retails for $I. 
From the Typulator Sales Co., 1744 Catalpa  Dr., 
Dayton, Ohic. 


ABOVE: 


PLASTIC DIFFUSERS. The Edwin F. Guth Co., 2615 
Washington Ave., St. Louis, Mo., presents the 4-foot white 
plastic diffusers that easily snap on or off the 40-watt fluor- 
escent lamp. Has spring-like patented design that grips 
the lamp along its entire length to give easy cleaning and 
relamping. Affords pleasant light diffusion minimizing 
direct and reflected glare; helps shield lamp and confines 
heat of lamp. 
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BELOW: 

A DELUXE TYPEWRITER TABLE made by the Wells Office 
Furniture Co., 725 South LaSalle St., Chicago 5. This 27- 
inch-high table is 18x14!/2 inches, and has two 9-inch drop 
leaves with automatic drop arms (full piano hinge.) This 
table also features a 5-ply figured walnut veneered top. 
According to the company this top will not warp. The 
table has flared tubular legs tor stability. Shipped set up. 


RIGHT: 


LOCKED-IN PLASTIC TIP. Dixon's Ticonderoga pencils, well- 
known for their leads, now have new plastic ferrules, which the 
company says are stronger than some metal ferrules. This plastic 
ferrule holds rubber eraser firmly locked in. It will not pop or 
tear out. Ticonderoga pencils are made by the Joseph Dixon 


Crucible Co., Jersey City 3, N. J. 


ABOVE: 


WRITER'S COMPANION, this Esquire 
desk set manufactured by the Stationers 
Specialty Co., 19 West 2Ist St., New 
York 10. Made of simulated leather, in 
brown or mahogany, with a 22-karat 
gold-tooled floral design. There are five 
pieces, a pad, 20 x 34 inches, with a 
matching blotter; a perpetual calendar; 
letter opener; legal size letter tray; and 
a rocker blotter. 
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ABOVE: 
SIMPLIFIED INSTALLATION, improved  per- 


formance, and better maintenance is the aim of 
the Electro-Cell, a unit type of electronic air filter 
with removable collector plate assemblies. The 
positive and negative collector plates are as- 
sembled on cross rods to form horizontal groups, 
easy to handle and readily removed from the filter 
casing for cleaning and re-oiling at convenient 
water and sewer connections. An automatic wash- 
ing device permits these assemblies to be washed 
in place for installations where manual washing 
is not feasible. Standard sections of the Electro- 
Cell are 2 and 3 feet in width with a capacity of 
1,000 CFM per unit and range from this minimum 
to as many sections as are needed for the particu- 
lar installation. For further details write the 
American Air Filter Co., 125 Central Ave., 
Louisville 8, Ky. 


BELOW: 
NEW BUILDING. The Bobrick Mfg. Corp., Los Angeles, 


well known és the largest and oldest concern manufacturing 
dispensers for soaps and hand lotions, has awarded a contract 
to H. M. Keller Construction Co. for a new modern, one-story 
buildina to be located at Rich and Blake Sts., Los Angeles. The 
building will have 20,000 square feet designed for home 
office and production space. Ample factory space has been 
provided in anticipation of expected world wide demand 
for the company's products. Among the many employee 
welfare features planned is a sun-deck for recreation per- 
iods. Spencer-Landon, Los Angeles, are the architects. 
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LEFT: 


RIGHT: 


FRENCH CURVES with many interesting improvements. 


One feature that will be most welcome to artists and 
drattsmen is the bevel on all working surfaces, enabling them 
to draw ink lines without ink smudges. Made of sturdy clear 
plastic, it boasts greater rigidity with its .105-inch-thick non- 
inflammable material. Sets of 8 and 4 are available for 
immediate delivery from the C-Thru Ruler Co., 385 Capitol 


Ave., Hartford |, Conn. 


BELOW: 


NEW RECEPTION CHAIRS for the executive office from 
the Sturgis Posture Chair Co., Sturgis, Mich. New and 
improved design. Construction is all-steel, with all joints 
welded and smoothly finished. The seat pan is steel. Form 
fitting padded back rest. Backs and seats are well filled 
with rubberized curled hair. Leatherette upholstery. 
finish on steel is enamel baked on by the infra-red process. 
Steel glides are securely welded into legs. Available in a 
choice of colors. 


OFFICE MANAGEMENT AND EQUIPMENT 


PROPERLY COOLED DRINKING WATER for your work- 
ers. This new Oasis electric water cooler is a hermetically 
sealed unit, with an air-cooled condenser. Size, 43!/2 inches 
high, 15!/4 inches wide, and 15!/2 inches deep. Stores 5 
quarts and serves about 120 people an hour. Complies with 
U. S. National Bureau of Standards, CS-127-45, size 10, 
pressure bubbler type. Electrical requirements: 110 volts, 
50-60 cycle, single phase, alternating current only. Approx- 
imately 200 pounds shipping weight. The cabinet is styled 
along modern lines and is made of heavy gauge, galvanized 
and bonderized steel. Finished in Oasis brown opalescent 
lacquer. One piece,.wrap-around, welded construction. The 
entire front panel is removable for easy access to the con- 
densing unit. 
facturers, the Oasis Cooler Div., of the Ebco Mfg. Co., 
Columbus, Ohio. 


For additional information write the manu- 


ABOVE: 


OFFICE BUYERS will soon see this attractive display carton at 
their stationers. It contains twenty hand-size boxes of strip-type 
celluloid U-Mak-A tabs. These boxes contain five glassine enve- 
lopes, each of which holds two six-inch lengths of the strip type 
U-Mak-A tabs, both of the same color. The tabs come in green, 
blue, pink, red, orange, yellow, and clear celluloid. Indexing, filing, 
and finding are all under fingertip control with the tabs. Easy to 
use, grip, and see, the strip tabs have a built-in measuring scale 
which insures accurate cutting to any length. Label inserts, with 
each package, include a printed alphabetical index as well as plain 
blank labels. This type of tab comes in three projection sizes— 
Y4-inch, 3-inch, and '/2-inch, which take one, two, or three lines of 
typed indexing, respectively. From the Globe-Wernicke Co., 
Carthage Ave., Norwood 12, Cincinnati, Ohio. 
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Interested in demonstration by Miss Opal A. Dobbins, training representative, are E .E. Pierce, General Passenger Agent; P. Hughel, 

Assistant to General Superintendent, Telegraph & Telephone Department; J. L. Niesse, Assistant General Superintendent, Telegraph 

& Telephone Department; W. A. Jackson, General Superintendent, Telegraph & Telephone Department; and E. N. Adams, Assistant 
to General Passenger Agent. 


~ How New York Central Helps Its Staff 
Attain Greater Telephone Efficiency 


By Grace Buckley 


% TELEPHONE contacts that save time and 
reflect courtesy and friendliness are insured by 
New York Central’s year old program that com- 
bines intensive surveys of telephone facilities and 
technique in all its departments and offices with 
Mirrophone recordings that enable office employ- 
ees to listen critically to their own telephone 
voices. 

Individual instruction with the Mirrophone, 
planned to correct deficiencies in tone and tech- 
nique, revealed by the surveys, has already im- 
proved the telephone speech of eight thousand of 
the office employees of this great railroad system, 
and the rest are fast receiving the same training. 

This interesting instruction was demonstrated 
for OFFICE MANAGEMENT & EQUIPMENT through 
the courtesy of Miss Opal A. Dobbins, special 
training representative in the company’s main 
offices in New York. Miss Dobbins is one of five 
young women experts who have charge of the 
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training program, two stationed in New York, 
the others in Chicago, Syracuse, and Cleveland. 
She was recently honored with membership in 
the New York Altrusa Club, a member of the 
International service club that is the oldest of the 
women’s classified clubs, its members including 
one representative from each business or pro- 
fessional classification. 

New York Central’s special training represen- 
tatives were chosen by the General Superinten- 
dent of Telegraph and Telephone, W. A. Jackson, 
from the personnel in several large cities. The 
previous experience of the group, which included 
two secretaries, a ticket seller, a reservation clerk, 
and a telegraph expert, proves valuable in hand- 
ling the special telephone problems arising in dif- 
ferent departments. 

Mirrophone instruction is made especially in- 
teresting and vivid by wiring the magnetic tape 
which is inside the cabinet, resembling a large 
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Five new telephones and an inter-office buzzer system stepped up 
efficiency and convenience in the Kingsbridge (New York) general 
office of the New York Central, where many carloads of new auto- 
mobiles are received. 

This plan shows how a problem of delay was solved. Formerly 
there was no telephone close to the platform, 200 ft. from the offi- 
ces, where the chief clerk was often busy supervising the unloading 
of new automobiles. A telephone was installed just inside the plat- 
form entrance, with an unusually loud bell, audible outside. 


radio, to two desk phones, permitting two em- 
ployees to record a typical business conversation. 
In this way small groups from two different de- 
partments may be effectively trained together. 
Not more than ten employees are included in the 
one and one-half hour sessions, so that each may 
receive ten minutes’ individual instruction. The 
Mirrophone used for training in the New York 
offices is owned by New York Central. In other 
locations representatives arrange for the use of a 
Mirrophone from the local telephone company. 
Characteristic business conversations make 
these training periods lively and humorous, im- 
pressing instruction vividly. Miss Dobbins usually 
Suggests that one employee play the part of an 
impatient customer on the wire who must be 
satisfied and soothed by the other speaker. 


Automatic timing ends recordings in sixty sec- 
onds. The tape is then set back, repeating the 
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New telephones were installed on the agent's desk in the private 
office, and on the foreman's desk at the left front, and an addi- 
tional ‘phone was added on the chief clerk's desk at the right and 
the cashier's desk. The telephone on the foreman's desk is con- 
veniently close to the file room. 


The new buzzer system makes for smooth functioning by connect- 
ing the agent's office with the cashier, the chief clerk, and the 
stenographer's desk at center front. 


conversation for criticism by the instructor, the 
speakers themselves, and members of the group. 
As another recording is made, the previous one is 
automatically wiped off. 


Speakers are their own severest critics, many 
reacting with an astounded “Why didn’t someone 
tell me I sounded like that?” For the Mirrophone, 
reproducing chest and diaphragm tones the speak- 
ers cannot normally hear themselves, often re- 
veals indifferent “canned” voices, instead of the 
pleasing tones their owner imagined. 

Tactful, constructive criticism is essential, ac- 
cording to Miss Dobbins, to reassure employees so 
that they will not become over-sensitive and dis- 
couraged. The fun and humor that she introduces 
in the sessions and her assurances that tone and 
technique will improve rapidly with practice keep 
morale and responsiveness to instruction high. 

(Turn to page 70) 
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This drawing made 
from high-speed 
photograph of 
Skrip's exclusive 
Flow-Control Pour- 
Out in action. 


TOP-WELL BOTTLE 
Only SKRIP has the Top-Well that 
keeps fingers clean! All other writ- 
ing fluid containers are bottom- 
well bottles. SKRIP, regular size, 
2%c—school size, 15c. 
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FLOW-CONTROL 
POURS WITHOUT A SPATTER 
STOPS WITHOUT A DRIP! 


But that's just one of SKRIP'S advantages 
as the Modern business writing fluid—suc- 
cessor to ink ... There's permanency that 
defies time — sun — heat — even scalding 
water — records in Permanent SKRIP are 
truly permanent records. ... There are the 
free-flowing, quick-drying, acid and sedi- 
ment free qualities that keep all pens writ- 
ing better—longer. .. . And lastly, there's 
the selection of colors that makes Sheaffer's 
Permanent SKRIP the ideal writing fluid for 
every desk in every office. Try Skrip once 
—you'll use it always! 


W. A. SHEAFFER PEN CO., 
Fort Madison, lowa 


SHEAFFER'S” 
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Bonus Plans 
(From page 38) 

Second, there is the more constructive method, 
involving psychological emphasis on perfection in 
the training period and at the time of installing 
the bonus plan, followed by frequent reminders, 
spot checking, and occasional “inspirational” talks 
to individuals in need of it. The supervisor of a 
large transcribing department of a well-known 
national organization inducts all new typists with 
a talk on the habit of perfection versus the habit 
of making errors. She gives each new worker a 
piece of copy work with instructions to keep typ- 
ing it until it has been done without errors or 
erasures. To relieve the trainee’s nervousness she 
tells her not to feel strained or pressed about it 
and not to worry about how long it takes her to 
do it. 

“Speed will come naturally,” she says. “It will 
develop almost without realization on your part. 
When it does come it will be built on a foundation 
of accuracy, which is what we want.” 


Such a talk and such an atmosphere psycho- 
logically conditions the employe to the company’s 
traditional attitude. 


A condition 

To strengthen the initial advantage of right 
training, and particularly in companies where 
high quality is not attained even before installa- 
tion of a bonus, or where it is felt that the bonus 
might cause a lapse, the system can be installed 
with a condition, namely, that only operators 
whose work is up to standard shall be eligible to 
the bonus. There will always be a few whose 
quality of work and immediate production entitle 
them to a bonus at once; entitle them, in effect, to 
more money without extra effort. These em- 
ployees will be enthusiastic advocates of the bonus 
system and as a result of their endorsement of it 
others will fall in line. The supervisor may well 
find that this little nucleus acts as a lever to pull 
up the standard of the whole department. It will 
result in the others endeavoring to improve their 
quality to earn the privilege of being eligible. 


With respect to the problem raised in the third 
question, “How can work be distributed fairly so 
that all have an equal opportunity to make a bonus 
when the dictation of some men is more difficult 
than that of others and must be confined to opera- 
tors experienced in handling it?’’—first, it is im- 
portant to eliminate all obvious sources of in- 
equity such as that of employes choosing work 
from a central rack at their own discretion. The 
work should be distributed by no one less than 
the supervisor herself or a trusted assistant who 
will be above the temptation to favor a certain 
few. 
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When such an impersonal means of distribution 
has been established, the problem can then be ap- 
proached in one of two ways: 

First Method—Grade the work according to 
skill required, confining the dictation falling with- 
in those grades to the operators best able ta 
handle it and paying a graduated bonus propor- 
tionate to the skill required—1,, cent, for instance, 
for the simplest work, 1/3 cent for intermediate 
work, and 1% cent for work requiring the highest 
skill (or possibly involving the most elements 
tending to reduce output, such as clerical work as- 
sociated with its excessive fill-in, research, or look- 
up work). If preferred, the same principle of 
graduated work might be worked out on a salary 
basis, leaving the bonus a uniform amount for all 
types of work. 


Second Method—tTrain all operators on all types 
of dictation. The greater flexibility inherent in this 
method has advantages for the supervisor. She 
is not handicapped by absenteeism, or by bottle- 
necks resulting from unusually heavy dictation of 
a certain type which must be handled by a limited 
number of specially trained operators. Because 
of the larger spread, the work flows through the 
department at an even pace and is not disor- 
ganized by such disrupting factors as “rushes.” 


When slump comes 

The supervisor’s fourth question which sug- 
gests that operators have a cause for grievance 
when income drops as a result of work slumps 
is not difficult of solution. Idle time does not occur 
as frequently as is generally supposed. If it oc- 
curs with regularity (disregarding seasonal con- 
ditions) it simply means that the department is 
overstaffed. 

If it occurs only occasionally, as it will, the 
supervisor or assistant in charge of distributing 
the work can see it coming and divert work ac- 
cordingly. Every transcribing unit has one or 
more trainees or employes not yet eligible to 
bonus to whom plain typing or miscellaneous 
work can be assigned until the condition has 
passed, while the cylinder dictation is reserved 
for the bonus operators. 

A final word might be said on the subject of 
that sensitive and mysterious factor “morale” 
and the prospects for its continuance or decline 
under a bonus system. 

An incentive plan measurably frees the employe 
to her own responsibility. In so doing it gives 
her the prime component of morale—freedom to 
express her native capacity, her reasoning judg- 
ment, and, quite important, her dependability— 
latent perhaps but nevertheless there. 

Further it eliminates a source of irritating re- 
lationships between the employe and the super- 
visor. The supervisor, knowing that under the 
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WSTANT FINDING! 


_So EASY Now! 


f U-MAK-A 
ma =INDEX TABS 


Really Put Facts at 
Your Finger Tips 


Before U-MAK-A Index 
Tabs, the indexing of 
cards, books, records, 
could never be So easy, 
fast, or inexpensive. See 
for yourself—without 
even asking a salesper- 
son to show you. 


U-MAK.-A Index Tabs in 3 types. Strip 
Type (illustrated and described), also 
Shield and Index Types. This Globe- 
Wernicke trio fully meets your indexing 
needs. See your G/W dealer, or write 
The Globe-Wernicke Co., Norwood, 
Cincinnati 12, Ohio, ‘‘Headquarters for 
Modern Office Engineering.”’ 


a , 2 Zz 
Y U-MAK-A sort " 


we Wave® 


x G lobe - Wernicke ; Office Furniture 
— USMAKSA invex raps Sencar oie 
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eee stick to 


Carter’s! 


...keep the complete line on 
hand for office-mending jobs! 


There is a Carter Adhesive for almost 
every office-mending job. You will 
recognize these Carter’s Adhesives . . . 
each one with its specific use . +. as the pret 
best in stick-ups . . . needed in your sticking 
office today and every day . . . for 
mending, making or mounting! 


Ask your dealer to show you these 
adhesives . . . and for complete satis- 
faction . . . have the complete line of 
Carter’s Adhesives on hand! 
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Cement for 
and artwork 
SUPERIOR = 


HOUSEHOLD CEMENT 
mounting snapshots <a 
and photograp!:» ——_ 


~ CarTer’s ADHESIVES — 


Rep 
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CICO—Liquid Paste 


“840" PAPER CEMENT— 
Fine phe a nae Rubber 
layouts 


GUARDSMAN GLUE 
—For wood sticking 


CRUEL at TE, Ss roan 
et igi 
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THE MAKERS OF CARTER’S BALANCED INKS 


bonus system the employe’s earnings will reflect 
her efforts, loses some of her watchful concern. 
This has a beneficial effect on the employe’s 
morale. Curiously, people will accept counsel, su- 
pervision, and direction, because their reason and 
intelligence tell them it is necessary, but even in. 
the moment of accepting it they emotionally re- 
sist it. 

In an interesting, and at times amusing, ac- 
count of Chinese attempts to adapt Western in- 
dustrial methods, Dr. John Ear] Baker, one-time 
adviser to the Chinese Government and now with 
the UNRRA, writes in Fortune, “Western super- 
vision includes frequent and close inspection not 
only of the quality of the work but of the pro- 
cedure used. For the Chinese, such inspection 
seems to carry an insinuation of lack of intelli- 
gence or of ability or of good intention. The su- 
pervisor, aware of the sensitiveness of his sub- 
ordinates, is therefore reluctant to inspect. On 
day wages [under supervision], the Chinese la- 
borer is about the most accomplished loafer the 
writer has ever encountered. But on piece-work 
he will put in long hours, do good work, improvise 
ingenious short-cuts, and in a fashion, sing at his 
work.” 


Early-morning fans of Arthur Godfrey, New 
York’s radio wit, may have heard him tell the 
story of Isadore Cohen, who became a hero over- 
night. The story may offer some clue to the reason 
why morale frequently improves as a result of 
the installation of a bonus system. 

Izzy, before his heroic feat, had been a fair 
soldier. He had done what he was told to do and 
observed regulations faithfully, but without en- 
thusiasm or interest. On the oecasion of his mem- 
orable exploit he had been given a machine gun 
and some ammunition and told to carry on for the 
regular gunner who had been killed. Although 
inexperienced in the operation of the machine gun 
he had risen to the occasion and captured a couple 
of pill boxes, knocked out a score of Japs, and 
generally done a lot of damage to the enemy. 

The other men in his outfit got to talking about 
it afterward. They were unable to understand 
Izzy’s sudden inspired performance and discussed 
it among themselves, seeking a possible answer. 
Finally they decided to ask the sergeant who had 
given him the gun if he could throw any light on 
it. 

The sergeant scratched his head for a second or 
so and after a little reflection said, “It’s a funny 
thing. I haven’t been able to figure it out either.” 
He thought a moment more and said, “Unless it’s 
what I said to him when I handed him the gun. 
I said, ‘Izzy, it’s up to you. You’ll have to take 
over. From now on you’re in business for your- 
self!” 
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VENU S for Value 


VENUS VELVET * VENUS DRAWING * VENUS UNIQUE * VENUS COLORING 


_ April, 1946 OFFICE MANAGEMENT AND EQUIPMENT 53 


. * 

ect 

rn. 

re’s ; 

su- 

ind 

in. ! re 

~ &g 

ac- A ve 

in- -<e . 

not as =~ 

ro- a ; Fi 

ion ” ; 

lli- 2 6 — ley 

su- } / 4 

i 4 k 

On 12 {2 

la- 9) 

the \ \\ + 

ork Oe th “a 

‘ise J 8 

his \ , é 

| Pd Fi 

ew se z 

the -¥ j g 

son j q | 
\ 

. ih 

air IY di, 

ind ~/ 

> gi 

m- \ 

run o, 

the F 

igh y 

run 

ple 

ind 

ind 

sed 

er. f 

iad j 

on / 

or 

ny 

r. 

it’s 

un. 

ake | 

i ee 

90h 

ee ot a —_ ees ol pt a ae Coe ee 


\ Me boss 
Ny Was la Stew!” 


I’m callin’ on the Boss, and he’s boilin’! 
His clerks are laggin’, his output saggin’. 


“Don’t blame your office-force,” I sez. 
‘What they need is some modern equip- 
PRESENT ent. Like spEEp’s Swingline Stapling 
Team! That No. 4 Stapler has the 
1| greatest single stapling-improvement 
in years—the wide-open loading chan- 
~ nel. Flick-Load-Click—and it’s ready! 
Fast, yet trouble-free and it penetrates 
{ at the lightest finger-touch!” 
| warm up as the Boss shows interest. 
“Those No.4 Staples fit any stand- 
ard machine,” I go on, “and their 
superior qualities give you more 
for your money. They’re preci- 
sion made, 100°% uniform, and 
purposely round—not flat—to elim- 
inate excess glue and prevent clogging. 
~~ Take my advice, Boss—don’t accept 
substitutes!” 
“No substitutes for me!” enthuses the 
Boss. “I’m ordering that Swingline 
Stapling Team today!” 


SPEED PRODUCTS CO., INC. 
Long Island City 1, N. Y. 
ALL SPEED PRODUCTS 
SOLD THROUGH DEALERS ONLY 


@SPEED Swingline Staples 
fit any standard stapling 
machine 


N0.¢ STAPLER AND STAPLES 


WORLD'S SPEEDIEST STAPLING TEAM 
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CONFIDENCE 


® The child relies on its father. With equal confidence business 
relies on Acco. There is no substitute for such confidence, in a man 
or in a product. 

That is why ACCO takes such pride in its name and reputation. 
The knowledge that Acco steel fasteners, for instance, are recognized 
as “tops” and that Business would rather have them than any other 
represents something on which all of us can build. 

Paper fastening is a basic operation in all businesses—and the 
name “ACCO” on your paper fasteners is your promise that they can 


buy from you with confidence. 


PRODUCTS, Ine. 
39th Avenue and 24th Street 
LONG ISLAND CITY, N. Y. 
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‘"DEMAND THE BEST!'' 


J-S-STAEOTLER,ING. 


53-SS WORTH STREET 
NEW YORK,N.Y. 


| 


Office Operations 


(From page 30) 
human tendency interest can be aroused in the 
importance of any given detail provided it actually 
is important. Those who do the work of detail 
soon discover the relative importance of their ef- 
forts and respond accordingly in attention, care, 
and interest. 

The conditions under which office people are 
asked to work directly influence the results from 
any system, regardless of the intelligence with 
which it has been set up. Quality and location 
of equipment, surrounding conditions, light, air, 
noise, interruptions, convenience, working rules, 
and the personal dispositions of supervisory peo- 
ple—all these determine the amount and quality 
of office results. 

Antiquated equipment is the poorest possible 
advertisement or incentive to those who need most 
to be sold on a company and its product or service. 
The interest, responsiveness, and continued loy- 
alty of customers can be sought only after the 
people of the organization have been infected with 
faith and zeal in and for the enterprise. Their 
opinions of it are sure to be influenced by the 
quality, suitability and adequacy of its facilities 
and methods. Ample modern equipment which 
avoids either makeshift or unduly complicated 
facilities creates high morale in any office and, 
thereby, more and better output. 


Morale—a Factor 


Morale ranks with the other factors which com- 
pose the capacity of an office. The amount of 
detail, the number of employees, their selection 
and training, the availability of facilities and the 
ability of the directing head are other factors 
but none is more important. If an office force be 
imbued with a sense of responsibility, inter-de- 
pendence, and a strong desire to score as a team, 
volume and accuracy rise while delays, errors, and 
omissions subside. 

Good morale begins with the head of a depart- 
ment or organization. It is contagious and spreads 
as much through his or her considerate under- 
standing of abilities, temperments, and assign- 
ments as through the hours, wages and privileges 
of the office workers, who are likely to reflect fair 
treatment and convenient working facilities in a 
desire to accomplish more and serve longer. 

The element of competition for promotion can- 
not and should not be eiiminated but when ad- 
vancement is made on the basis of most evident 
team work as much as on seniority or ability, 
cooperation is enhanced. The school and college 
designations of class members most likely to 
succeed and most popular could well be com- 
bined for office promotions. When a popular as 

(Turn to page 60) 
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J" || Theres a better way to file tmportaut papers 
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ssible E 

a OPEN END 

ie LEGAL ENVELOPES... 

hae Here’s the envelope popular with attor- 

y the _neys, bankers, court officials for filing 

lities legal documents, mortgages, notes, deeds, 


which insurance policies. One piece construc- 
tion with thumb cut at open end... heavy 


cated 
and, stock. Available in three sizes (4x92... 
4Y,x 10...and 412 x 10%4) with five styles 
of expansion in each size ranging from 
flat to two inch. 
com- 
nt of 


‘|| OPEN SIDE 
~~ CRUSH ENVELOPES eee 


ce be 
r-de- 
eam, The envelope for grouping several items 
, and securely together in one filing envelope. 

One piece construction, heavy high 
part- quality stock, deep fold-over flaps, with 
reads tape ties that are securely attached. Crush 
nder- envelopes are available in three sizes (4 QUALITY PARK 
sign- a 91, .--4x10...and 4, x 1034) with either QUALITY PRODUCTS 
leges one-half inch or one and one-half inch 
fair enpaneen. LEATHEROID 
in a BLUE LINE AIR MAIL 
can- BANKER’S FLAP 
Pe AIRWAY EXPRESS 
ident 
ility, EXECUTIVE DESK FILES 
lege _ ENVELOPE COMPANY *# 
y to a | Office and Factory Chicago Office and Warehouse 
com- 2 a i - 564 W. Monroe Street 
ir as — 2) Chicago 6, Illinois 
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BINDER 
0S 7 dainaialaae RING BINDERS 


Style No. 4043 


im) 


1 —Shows CONVERTO- 


BINDER with Ring Met THE ONLY ZIP CASE IN THE WORLD 


PATENTED REMOVABLE RING METAL 


TWO PORTFOLIOS IN ONE 


Seaturing 


@ Ist Quality Metal 1“ and 1%” capacity 


2 —Shows how easy it is to 


remove Ring Metal. @ Variety of styles, sizes. Genuine Leather only 
CONVERTO-BINDERS 

ENJOY NATIONAL PREFERENCE BECAUSE OF THEIR 

os io ie e UTILITY «+ BEAUTY + DURABILITY - 


3 —Shows CONVERTO- : = . 
ae eae ee WRITE FOR DESCRIPTIVE CIRCULAR AND PRICES | 


REUBEN C 0 MPANY Seca | 


Manutacturers since 1920 of LEATHFR Tipper Ring Binders and Portfolios 


: a 
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SEMI-HEX OFFICE PENCIL 
5 degrees No. 1-2-22/4-3 and 4 
SEMI-HEX THIN COLORED 
Insoluble Crayon 14 brilliant colors 
KIMBERLY THIN COLORED (Hex and Round) 
indelible Crayon 27 popular colors 
SUPER-DUPLICATING PENCIL 
Purple (in soft and medium) also red, blue, 
green, yellow, heliotrope 
WET-PROOF PENCIL 
»~ For outdoor marking on wood, tags, labels, etc. 
KIMBERLY DRAWING PENCIL 
22 degrees 6B to 9H —Extra B for layout 
~ and Tracing 1-2-3-4 


cd f 


' 


THE PENCILS 


Besides having eye appeal, GENERAL PENCILS have 
writing appeal and QUALITY. There are office pencils for writing or 
marking, indoors or out, checking, copying in colors or china marking 
pencils and drawing pencils, graphite or colored, soluble or insoluble. You 
can provide any department's needs from the varied line of General 


Pencils. Check this line-up to be certain you are ordering the best. | 


eee ee =«(Ceneral Pencil Company 


ean FLEET STREET JERSEY CITY 6,N.J. | 


gee alee ; : Poe Snort Se Ree ah eae a 
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.--it kills typing racket! 


KIL-KLATTER muffles typing noise, absorbs 
typing shock, makes typing easier on the ears, 
easier on the fingers. Made of famous OZITE 
All-Hair Felt with treated top to prevent 
machine legs from digging 
in, and non-skid bottom for 
extra safety. Size 11x 13 in. 
fits all typewriters and many 
other business machines. 


AT YOUR 
STATIONER’S 


AMERICAN HAIR & FELT COMPANY or 
Merchandise Mart ¢ Chicago 54, Ill OFFICE SUPPLY 
iii DEALER 


KIL-KIATIER | 


THE SCIENTIFIC TYPEWRITER PAD 
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| 


} 


often for more years—than in homes, schools, 
churches, or in any other form of association. 


(From page 56) 
well as experienced worker is put ahead, morale 
is benefited throughout an office. 
Large offices are communities in which people 
associate for more hours and more closely—and 


More effort is needed, therefore, to keep indi- 
vidual energies fitted to their occupations and 
environment and their ambitions recognized than 
in other spheres of association. And smaller 
offices are inclined to adopt the successful prac- 
tices and policies of large offices. 

Good office management draws upon the best 
of intelligent abilities in the most capable of men 
and women. 


NOMA Program ° 
(From page 39) 

Thirteen speakers and chairmen, all highly 
talented in their specialized fields, already have 
accepted places on the conference program. 

Chairmen who will preside at sessions of the 
Conference include: NOMA President E. H. Con- 
arroe, associate manager, Policy Holders Service 
Bureau, Metropolitan Life Insurance Co., New 
York; James W. Rees, personnel director, Pure 
Oil Co.; George D. Wood, assistant secretary, 
Provident Mutual Life Insurance Co., Philadel- 
phia, past president of NOMA; Kenneth B. Wil- 
lett, vice-president in charge of office manage- 
ment, Hardware Mutuals, Stevens Point, Wis., 
NOMA director; Gordon B. Brooke, assistant 
secretary, Retail Credit Co., Atlanta, past presi- 
dent of NOMA; Robert Steubing, director of per- 
sonnel, Union Central Life Insurance, Cincin- 
nati, Ohio, NOMA chairman of board; Oakah 
Jones, Oklahoma Natural Gas Co., Tulsa, Okla., 
NOMA vice-president. 

Speakers already scheduled are: 

Dr. William R. Spriegel, chairman of Depart- 
ment of Management, Northwestern University, 
“Functions of an Executive”; James B. McCahey, 
president of Board of Education, Chicago, IIl., 
“Education as a Tool for Management”; I. W. 
Royse, Ralston Purina Co., St. Louis, Mo., “In- 
centives on Clerical Operations”; Edward N. 
Hay, personnel director, Pennsylvania Co., Phil- 
adelphia, “Assuring Equal Pay for Equal Work”; 
R. A. Hayward, president, Kalamazoo Vegetable 
Parchment Co., Kalamazoo, Mich., ““Keeping Em- 
ployees Informed”; Dr. Fred A. Replogle, Rohrer, 
Hiblen & Replogle, “Psychology in the Office”; 
Harry Wylie, management consultant, associate 
professor, Northwestern University School of 
Commerce, “Outlook for Office Unionization”’. 

There is every indication that the Office Equip- 
ment Display, to be held for the first time in con- 
junction with a NOMA conference, will be an 
unqualified success, according to Ted Manzke of 
Pure Oil Co., who is serving as chairman. 
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TRADE MARK REG. U.S.A. 


A at CELLULOID 
Victor 10 cit ped Sq per? INDEX TABS 


So 


oe ot © 3. ) 
BOOK VISIBLE “»*.: a) + “Sip Uh tip” on 


| | P cut to any size you wish. 


7 colors, 3 widths...inserts 
x easily removed or re- 
yey gr? placed. Attaches perm- 


anently to any sheet,card, 


e 
<\ W\ 5s - oon a folder or other reference. 


( sore Yves “in 
ai \\ o pee? ow 
ost ya Wom | one’ ae® 
A handy visible record in book form yee?" ,00* - my je* 
... bound in pyroxylin coated lug- o * yore! wet {gore 
gage cloth and available with easy- gene not ov * ore™ 
shift pockets in 6 convenient sizes. v wide P 


Sales, production, stock, ledger or 
personnel records easily posted and 


signalled... amd all instantly 


THE VICTOR SAFE & EQUIPMENT CO., INC. 
NORTH TONAWANDA, NEW YORK 
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Extendible Steel Bars 


for the steeless 


KLERADESK by Sengbusch 


. . - adding greater capacity to 
your present steeless Kleradesks 
. . « providing greater utility from the 
new steeless Kleradesks you buy 


Flexibility that permits any number of plainly indexed 
compartments—that’s the big advantage in having a 
steeless Kleradesk with Extendible Steel Bar and plastic 
knobs. Now—more than ever—your employees appre- 
ciate the convenience of Kleradesk, in handling paper- 
work without confusion or disorder. @ Extendible Steel 
Bars—to replace wood assembly rods and porcelain 
knobs in the steeless Kleradesks you now own—are 
available from your stationer, for additional expandi- 
bility. They are also standard parts of steeless Klera- 
desks now being sold. © Added to the utility, durability, 
and pleasing appearance of Kleradesk, this new feature 
further enhances Kleradesks’ reputation as one of the 
greatest aids to desk workers. ® Order from your 
stationer now. Write for circular. 


<< 2 , 
Above: Large size, for models 6V, 7V, 8V 
Above: Small size, for models 3V, s . ° F 
4V, or 5V. With or without knobs. 9V, 10V, 11V. With or without knobs. 


Right: Intermediate bar for 
dditional extendibility of 
either size above. 


—— = EEE 
’ 
Above: One intermediate bar extends any Kleradesk one Sengbusch Self-Closing Inkstand Co. 
to five compartments more than original capacity. Sev- 346 Sengbusch Bidg. Milwaukee 3, Wisconsin 
eral intermediate bars may be added, if desired. — 


They te OO. lie THEY ARE... 


MmarRn« Recrtestrenmeo 


It’s here! 


The Rubber Band the trade has 
been waiting for with NATURAL 
RUBBER added. 


PENCER RUBBER PRODUCTS | COMPANY 
<Mamgfaclizeers Luality Rebbor 


MANCHESTER, CONN. 
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rostuse seavice | 
j FOR SEATED OCCUPATIONS =| 


The Do¥More Man demonstrates with 
charts the need for good posture and shows 
your employees how best to sit. 


@ No office equipment is more personal than 
the chairs in which your employees sit. Yet, 
regardless of how good the chair may be, it 
seldom is satisfactory unless carefully 
selected for the job, fitted to the user and 
the type of work performed. 


Do/More Seating Service, as applied by men 
Sach chuiie tp eascicliy Stted to the ear end instructed in posture seating, will help con- 
the job by the Do/More Man. . . ° 

tribute to the comfort, physical well-being 
and efficiency of your employees. Write 
today for further information and the name 
of your nearest Do/More representative. 


DOMORE CHAIR COMPANY, Inc. 
DEPT. 427, ELKHART, INDIANA 


With each Do/ 
More cliair you 
get this coupon 
book assuring you 
\\ of periodical in- 
spection and 
service. 


‘ 


Your secretary, clerks and other office em- 
ployees will find added comfort and be more 
refreshed at the end of the day when sitting 
the Do/More way. 
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UTILITY AND GENERAL 
. PURPOSE LABELS... 


Y 


TIME AND MONEY IN YOUR OFFICE 


Filling-in is done in a jiffy when your office work- 
ers have Eureka Utility and General Purpose labels 
for filing, marking, addressing, etc. They're sup- 
plied in sheet form between handy Book-Pak covers 
to make filling-in by hand or typewriter easier and 
quicker. Fine for making duplicate records too! Just 
slip in some carbon and make two, three or four 
copies at one time. And Eureka Utility and General 
Purpose labels cost Jess! Not only are there more 
labels for your money in each Book-Pak—but there's 
less waste from soiling, curling and spoilage. Eureka 
offers a size for every purpose — 


EUREKA UTILITY EUREKA GENERAL 
LABELS PURPOSE LABELS 


Perforated sheets of labels R ‘ . ‘ 
printed in red with attractive yep over Garadbrine 
red bleed borders, labels 


double-ruled borders. 
No. 90 78 labels, 2-5/8" x are die cut so that they have 


eee ee ee eee 


1-11/16". 10¢ straight smooth edges when 

No. 68 135 labels, 2-1/4" x removed from book. 
1-1/4". 10¢ No. 1600 72 labels, 3-3/4” 

No. 91 180 labels, 2-3/8". x ; “v ee 
15/16". 10¢ i ‘ 

No. 65 270 labels, 1-3/8" x | No. 1602 40 labels, 4 x 
1”. 10¢ 1-7/8". 15¢ 

Ne. 95 504 labels, 7/8” x No. 1603 30 labels, 4” x 
9/16". 10¢ 2-1/2". 15¢ 


EUREKA ALPHABET AND FIGURE STICKERS 


Ask your dealer to show you these 
hooks of Alphabet and Vigure stickers 
that have a multitude of uses in a 
busy office. Sold by the sheet or book. 


Don't forget! Save time! Save money! Ask your 
dealer for Eureka Utility and General Purpose labels 
in Book-Pak form. 


EUREKA SPECIALTY PRINTING CO. 
Stationery Division, Dept. O.E. 
|| West 42nd Street, New York 18, N. Y. 
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Form Manuals 
(From page 36) 
of a few master sets of forms in their actual size. 
6. If manual is to be used “outdoors,” issue on 
good quality paper in small size with durable 
binding that will stand wear and tear. 

7. Allow adequate margin on each sheet to 
provide for binding without making it incon- 
venient to read the material that lies close to the 
binding edge of the sheet. 

8. If manual is bound at left side, print pages 
head to head; if manual is bound at top or bottom, 
print pages head to foot. 

9. Provide enough guide tabs on manual to 
make it easy to find general location of subject 
matter being sought. 


D. As to Content of Manual: 


1. At beginning of each section of subject 
matter of manual, provide chart or table showing 
use relationships of each form to related forms. 

2. With respect to each form, basic text of man- 
ual should (a) show reproduction or facsimile of 
form, and (b) provide brief written explanation 
of form. 

3. Fill out form so that reproduction or fac- 
simile will indicate an actual example of its use 
as an executed document. 

4. With respect to explanation of each form, 
write text under standard paragraph headings, as 
follows: (a) purpose and use, (b) copies and dis- 
position, (c) frequency of use and due dates, (d) 
brief instructions (if not on face of form) ; with 
respect to the latter, if desirable, cross-reference 
to appendix containing the detailed instructions 
that are issued with form. 

5. With respect to basic text of manual, show 
form and explanation on facing pages where pos- 
sible. 

6. Where bilingual or multilingual manuals are 
needed, print separately. 

7. Where form names or other parts of form 
are printed in different languages, provide sec- 
tion of manual translating names, phrases, and/or 
words into English. 

8. Where instructions are not on face of form, 
but are printed on back of form, or are printed 
separately, reproduce such instructions in an ap- 
pendix to the manual. 


Coin Handling Products 

The C. L. Downey Co., Hannibal, Mo., has announced 
that the plastic Steel-Strong line of coin handling products 
will be available again by late spring or early summer. 
The line will include teller’s moisteners, manual coin count- 
ers, coin storage trays, packaging trays, and various types 
of wrapper and bill strap cabinets. The company expects to 
expand its coin bag department as it has every hope of 
obtaining textiles for these products by midsummer or 
early fall. 
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“DON'TLETAN | 
QuTmODED In Drx 
_ STRANGLE YOUR 


> 


Is YOUR SYSTEM “DATED” 
1941----or 1946 


Topay's filing requirements may 
be far different than those which existed 
when your present system was installed. 
Investigate the modern, streamlined Wa- 
bash Alpha-Merical System if your pres- 
ent index is not providing the facts you 
need as promptly as you need them. Call 
your Wabash dealer today! 
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4 seattle. line-by-line) 


COPYHOLDER 


EYES .. EFFORT .. ERRORS 
AND UP TO 50% IN TYPING TIME! 


Delays 


SAVES —_— 


To read slant-wise from a side position, 
as most typists do, is basically wrong, tedi- 


ous and harmful. 
posture, 


By permitting correct 
automatic line-pointing, forward 


EYE LEVEL reading, Copy-RIGHT shortens 
reading distance, improves visibility, assures 
greater accuracy, eliminates eyestrain. 


<—20-—» 


—_—____—— 29)” 


Six Model Sizes 
hold papers up to 


30", 36" wide 


12", 16", 20", 25", 


Try Copy-RIGHT at 


Result: typewritten 
matter that carries 
quality, neatness, 
prestige. 
No Twist, No Turn 
No Squint, No Squirm 
Copy-RIGHT keeps 
Typists fresh and 
alert throughout the 
day, slashes typing 
costs. Self-support-. 
ing, not permanently 
attached, can be in- 
stantly moved from 
one typewriter or 
desk to another. 
our risk. Put it to 


the test in your own offices. 


MAIL COUPON NOW! 


pecsecasessteeesescet 


Name 


Copy-RIGHT Mfg. Corp. Dept. A 
53 Park Place, New York 7, N. Y. 


Send illustrated literature please. 
C I'd like to try a Copy-RIGHT in my office. 


Firm 
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Right for the Price... Right for the Job 


che RIGHT POINT jo 
ibe WAY YOU WRITE 


b iwe Esterbrook is modest in price to 
begin with. And it’s the only pen offer- 
ing as many as 33 different point styles 
to meet individual office requirements. 
That means a pen that’s easy on the 
budget—and that every worker can 
suit to his individual needs. It means 
a pen, too, that can be easily kept in 
service — because Esterbrook points 
are removable and renewable, and 
it’s easy for the user to place them 
in the barrel. 


THE ESTERBROOK PEN COMPANY 
Camden, N. J. 
Canadian Representatives : 
The Brown Brothers, Ltd., Toronto 


NUMBERED POINTS 


Gsterbrook 


RENEW-POINT FOUNTAIN PEN 
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NAPA Convention 


(From page 34) 
cago, chairman; William F. Avery, Elwell-Parker 
Electric Co., Cleveland, and Leslie E. J. Stone. 
house, the Westover-Kamm Co., Bay City, Mich, 


The convention committee of the Purchasing 
Agents Association of Chicago, the host organiza. 
tion, consists of Mr. Stiles as general chairman; 
Arthur G. Pearson, National Broadcasting Co,, 
co-chairman; Henry C. Bauer, Revere Copper & 
Brass, Inc., co-chairman; Car] L. Otremba, Mont. 
gomery Ward & Co., vice-chairman; William A. 
MacNider, Hills-McCanna Co., vice-chairman: 
Harry H. Wise, Scovill Manufacturing Co., treas. 
urer; and L. R. Seen, Borg & Beck Division of 


Borg-Warner Corp., secretary and purchasing 
agent. 


Convention committee chairmen are Roy A. 
Carlson, Automatic Spring Coiling Co., entertain. 
ment; Ray W. Morrill, Bowman Dairy Co., ladies’ 
entertainment; Joseph F. Franks, the Wm. D. 
Gibson Co., plant visitation; Walter J. Auburn, 
Gerrard Steel Strapping Co., press; Walter Arm- 
strong, American National Bank & Trust Co., 
publicity; Carl G. Schreyer, Bell & Howell Co.,, 
reception; Messrs. Steen and Wise, registration; 
R. H. Young, Revere Electric Co., service; and 


Arthur F. Dallia, Justrite Manufacturing Co., 
ushers. 


The Inform-A-Show, space for which was sold 
out within a few days after it was announced, will 
be one of the most informative exhibitions ever 
held in connection with an NAPA convention. 


Inform-A-Show exhibitors include: 


Acme Steel Co., Air Reduction Sales Co., American Crayon Co., 
American Emblem Co., Inc.; Atlas Powder Co., Zapon Division; 
Autopoint Co., Barrett-Cravens Co., Berry Bearing Co., Binks Manu- 
facturing Co., Bussman Manufacturing Co., A. M. Castle & Co., 
Chase Brass & Copper Co., Inc.; Chicago Belting Co., Chicago 
Steel Service Co., Cities Service Oil Co., Clipper Belt Lacer Co., 
Crane Co.; 


A. B. Dick Co., Joseph Dixon Crucible Co., C. B. Dolge Co., 
Eagle Pencil Co., Thomas A. Edison, Inc.-Ediphone; Carlock Pack- 
ing Co., Gaylord Container Co., Gerrard Steel Strapping Co., 
William D. Gibson Co., Graybar Electric Co., Inc.; Hilo Varnish 
Co., Hinde & Dauch Paper Co., Homestead Valve Manufacturing 
Co., Hood Rubber Co.; 


Jenkins Bros., Justrite Manufacturing Co., Karel First Aid Supply 
Co., Kee Lox Manufacturing Co., Kimberly-Clark Corp., A. Leschen 
& Sons Rope Co., Link-Belt Co., Ludlow-Saylor Wire Co., Luken- 
heimer Co., MacRae's Blue Book Co., Manufacturers Screw Prod- 
ucts, Thom McAn Safety Shoe Division-Melville Shoe Corp.; Mystic 
Waste Co., Inc.; 

National Cylinder Gas Co., National Vulcanized Fibre Co.. 
Oakite Products, Inc.; Oliver United Filters, Inc.; Pittsburgh Coal 
Co., "Purchasing"-Conover Mast Corp.; Reynolds Wire Co.; Roy- 
chelles, Inc.; Royal Metal Manvfacturing Co., Joseph T. Ryerson 
& Son, Inc.; Regis Paper Co., Sanitary Institute of America, Shell 
Oil Co.; 

Signode Steel Strapping Co., Skilsaw, Inc.; Socony-Vacuum Oil 
Co., Inc.; Standard Register Co., the Stanley Works, Sterling Belt 
Co., Sylvania Electric Products, Inc.; Thomas Publishing Co., 
Underwood Elliott Fisher Co., U. S$. Sanitary Specialties Corp., 
Van Cleef Bros., Walworth Co., and Benjamin Wolff & Co. 


For the first time, purchasing agents will be 
shown some of the new products and near-marvels 


(Turn to page 78) 
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DONT WRITE 
THE HARD WAY! 


(Eig Is your day upside - 
a 4 Sax! | Use 
a: i conderaga. — the 
a pencil with the éasy- 
PRE going touch. on 
RSE writing without effort. 
RM Ticonder 090.’ 5 nic& 
Se rounded pss won'f 
is Cramp gous hand or 
| | vour style. Added 
a attraction: a fine 
pBeh  craser firmly locked 
“HL in plastic. Stays pul- 


alwaus ready when 

u want it.-Look 
or the modern 
ceén plastic Terrule 
with douldle yellow 
bands. 


qi’ i, °on'> 
é 7 VAS7. 
“ne y 


The famous pencil with 
the locked-in plastic tip 


DIXON 


TICONDEROGA 


Joseph Dixon Crucible Co., Dept. 54-J4, Jersey City 3, N. J. 


AEE Gi 


Tubular Edge 
Insertable 
INDEX 
TABBING 


New Colorful Package 


AICO-GRIP is 


the strongest tabbing available. Heavier 
gauge cellulose . . . will not crack or warp. 


More convenient to use and apply. 

More durable in action. 

Individually wrapped in cellophane. 

The original tubular edge tabbing, making 
it possible to insert titles quickly and 


easily. 


Aico Products sold only through stationers. 


AICO-GRIP TABBING 
LOOSE LEAF INDEXES 
| | DESK PADS 
CELLULOSE SPECIALTIES 


G.I. Aiguer Company 


603 S. JEFFERSON ST., CHICAGO 7, ILL. 
WORLD'S LEADING MANUFACTURERS OF INDEXES AND INDEX TABBING 
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At Browne-Morse Research Laboratory, a test was de- 
vised to learn just exactly how much our famous File 
would “take” without “falling down on the job.” Therefore, 
one of the regular stock Files was chosen at random and 
a 66-lb. load placed in one drawer. Then the file was 
placed on the ‘’Testing-Machine” and set into action. 


DRAWER OPENED AND CLOSED 50,000 TIMES 
During average office use, a drawer is opened and closed 
approximately 10 times per day. Therefore, test was 
equal to 5,000 work days or over 19 years of continuous 
service. Because the drawer still operated smoothly, the 
test is being continued. 


The major reasons why Browne-Morse Files operate so 
effectively (not only in tests with one file . . . but every 
file we build for you) is design and quality materials. 
Drawers slide smoothly on newly designed channels and 
extension slides equipped with eight heavy-duty, extra- 
wide rollers and two Floating Rollers, which provide 
greater bearing surface. This eliminates possibility of 
scored channels. The technically perfect combination of 
rollers insures smooth drawer action . . . free from bind- 
ing. Solid, one-piece slide is constructed from the finest 
quality material. Years of proven and tested efficiency,: 
plus economy, make the Browne-Morse Files the “Best 
Buy of the Year”! 


SEND FOR _s fits | 
Architects of Efficiency Seennteiilienns | | 
for America’s Office FILE FACTS ee gy 


Get the quick facts on 


Browne-Morse Steel Files — 

write for Bulletin 5000. Lists features 
A O Ww n e _ O y S e and specifications plus a complete table 

of sizes. 


MUSKEGON MICHIGAN 


MANUFACTURERS OF STEEL OFFICE EQUIPMENT AND FILING SUPPLIES FOR OVER 38 YEARS 
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ew. A TYPEWRITER CARBON PAPER PACKAGE 


WITH 


a * Efficient Sbtncen 


TYPEWRITER ERASING SHIELD 


(Patent Applied For) 


e@ This effective shield with each 100 sheets of 
Erasewell carbon paper. 


e@ Simply place shield under carbon and erase. 

e@ New packing: no folders or boxes; a completely 
new type of packaging. 

e@ Correctly priced to secure business; three 
grades; three weights. 


e Order from your Stationer or Department Store. 
If they cannot supply you, write direct. 


Makers of Thripal for School, Home and Office 


HINDLE & GIBSON 


e@ Your imprint on 50 or more pack- Manuf&cturers 
ages without additional cost. 116 Duane Street, New York 7, N. Y., U.S. A. 


SP NAAN SS “~ a es OMS Ml t 
SON QOS SS BRAS arte ’ “ en 


CORALINE 3/0 
Waldon Rote7ls 


Made in Newark, USA 


Soft coral color. Quality clear through. 
* bevel ends and sharp edges erase lines a 


| Soft gray texture. Slightly octagor ing, broad face cleans lorge surfaci 
sh ses ink and typewniti ; : _— a te 


AA 
ce 
A: 
ee 
ee 
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 ahetaeleh A Khe AO AASACC CRE GRATE RAI 
WELDON ROBERTS RUBBER COMPANY 
£37 Newark 7, New Jersey 
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FOR 
LITTLE 
GIRLS 


but not for 


a PAPER 


that's why good typists 


choose 


KEEN-RITE 


and 
SUPER-TREATED 


Both the popularly priced 
KEEN-RITE and the de luxe 
SUPER-TREATED brand are 
made by a special process 
to prevent curling and smudging. Every typist can now 
get clearer, cleaner copies along with maximum wear. No 
more unsightly erasures and no more soiled hands from 
handling. 


The famous patented "Carbon Gripper" a 
in every box of Codo Super-Treated, SS 
Super Kote and Keen Rite. SS 


dlo- vec. 


cone, 


529 South Franklin St., 


Chicago Nee gre York 
Factory: Coraopolis, Pa. 


Telephone Efficiency 


(From page 48) 


In her criticisms, Miss Dobbins emphasizes the 
value of voices that are clear, well timed, warm, 
friendly, and convincing. To eliminate snappy 
tones and “canned” voices, she suggests that 
speakers visualize the person to whom they are 
talking on the wire. 

Arrangement of a second recording six weeks 
after the first is an incentive that invariably re- 
sults in improvement. 

Department heads are invited to attend Mirro- 
phone sessions and many become so interested 
that they attend several. As they acquire enthusi- 
asms for correct technique and tone, they inspire 
it in their personnel. 

Alphabetical telephone indexes are given to all 
department heads by training representatives to 
encourage the time-saving habit of recording num- 
bers frequently called. 

To supplement instruction in the Mirrophone 
sessions, a booklet, ““New York Central Calling’, 
prepared by members of the training group, and 
made lively with humorous sketches, is distributed 
to employees. 

Suggestions in the booklet, as in the training 
sessions, are planned to correct errors that these 
experts have found most common through their 
surveys of offices. 


Careless Identification Responsible 


As careless identification is responsible for 
much wasted time, correct technique in announc- 
ing the department first, then the employee’s 
name, in answering a call, is stressed. Secretaries 
are instructed to answer first with the executive’s 
name, then their own. The “Hello” habit proves 
one of the chief pitfalls for executives who are 
urged to identify themselves by name. As the 
title “Mr.” is often omitted in talking with as- 
sociates, its use on the wire is made optional. — 

So overworked is “Hello” by both executives 
and employees that to emphasize its absurdity a 
leaflet, “Who is Hello?” is enclosed in the book- 
let. Other enclosures include a small folder com- 
bining rules for good telephone usage with a per- 
sonal telephone list that gives it permanent value, 
and a handy list of “Spelling Names,” (A as in 
Alice, and so on). 

“Arrange to Have Your Telephone Answered 
in Your Absence.” the caption of one page in 
“New York Central Calling”, reminds employees 
to take this precaution especially at lunch and 
when important calls are expected. Even execu- 
tives, these training experts find, frequently go 
to lunch without arranging for the reception of 
long distance calls they have placed. 


(Turn to page 74) 


OFFICE MANAGEMENT AND EQUIPMENT 


So. an a a as. sr ee / Be a erm cal - - as ‘a - ae an oo eae ee aie i . 
aaa ca a = — = a ies aa. Bor 1 ae eee. 
oe ae x 3: ae See ame te / =e a ne eee 

2 f : 
i an 
ao —_—_—a—Xayxs:_: - 
a ae if 
- ‘ _ 
a 
te 
“on aa 
eet 
a 4 . a ‘ 
a a 
pm Pe 
ae 4 = — 
ee we a 
a pe es 
we ae: 4 oo 
i aes a oe 
7 a . ae 
ae <a — 8 — 
pe a tip. 
a pee ca yo tng 
z bi a . fa 
See 52 eae 
ee Sees tc 
eee 
ae ae. 
0 ee 
SS ee 
ieee 
ae: 
a 2s 
EE Ea 
ie. 
=a e Pe 
a 
— —-—e a 
Be = i 
re, KEEN RIF Sea 
oar we Be. a 2 | 
< ia a J. = a i iH} 
Ct a -l 
= if aes.’ —— 
ee . ee ae : 
aa ee ba : 
. -  f 
; ee Be 
ice a : 
ars 4 
eile ae 
‘eee 
ol ne 
€ , 
ee Ee = 
» ae 
ie SS , 
ie 
Sea: eae 
| a z a ee 
Pocus eu ! ee 
ees . 5 ee 4 
= : ea oe 
» (5 an : ae 
Be 
= ‘ 70 ee April, 1946 , 
= pe e 
- — ae ee a Giac a “oe ee 
i : "4 o ee a. Se ae ee ALE SAW Sh ‘= ae Rhys) 2 a eee ee 
: ag ae. a 34 i 4 oe a eaaer Zi F —: eels aii 
Be Megat a = el - ee aS 2 fab= ie z oo 7 har Ae ee 


_—_— SF SS. 


STEEL TYPEWRITER 
STAND 
WITH TWO DROP LEAVES 


Height 26/2 inches 
1442” wide, 34/2” long, extended 
1442” wide, 18%” long, not ext. 


Good. quality steel in olive 
green finish. Precision built 
with finest quality materials 
and workmanship. Four 
high grade roller casters. A 
most durable, efficient and 
economical stand. 


value ties sss.-11 9078 


ZIPPER UNDERARM- 
EXPANDING EN- 
VELOPE CASE with 
handy pocket for 
loose papers. Finest 
quality embossed 
brown cowhide leath- 
er. Size 12” x 16”. 
Each $4.50 


UNITED STATES STATIONERY CO. 


NEW YORK 13, N. Y. 


487 BROADWAY 


Many of America's largest concerns are our 
satisfied customers. Whatever your needs we can 
serve you. Write for our illustrated folder and 
price list. 


ZIPPER UNDERARM 
PORTFOLIO, made in 
black leatherette. Useful, 
convenient and of finest 
workmanship. Size |1'/2 x 
15 inches. 


Each $2.00 


POCKET SIZE MEMO BOOK 
No. 104 Size 4” x 5%”. Con- 
taining a 50-sheet refillable pad 
and pencil and your advertise- 
ment gold stamped on the cover 
at the following prices: 


2008 .cces at 15c ea. 
BBO wccce at 16c ea 
GEO occes at 17c ea 
TEP sacce at 18c ea. 


ae ; . 


a 


oe PLYMOUTH RUBBER COMPANY, INC. 
>UNDED 1896 The Largest Rubberizers of Cloth in the World CANTON, MASS. 
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delivery: 


ADJUSTABLE-ARM 


Lighting Equipment 
... Since 1880 


Here are a few of the models in the Faries No. 47 
Flyer Catalog, available for reasonably prompt 


EXAMINATION 
LAMP NO. 3805 


Controlled light where 
needed. Flexible arm. 
Adjustable 30" to 60". 
White enamel and 
chrome or statuary 
bronze. 


No. 153A 


Louver type. Height, 
65". Beautiful bronze 
or chrome finish. 


Flexible-arm 
DESK LAMP NO. 1989 desk lamp. 
Swings right or left. Horizontal 
extension. Clamps to desk or 
table. Also available in floor 
stand model. 
"3-WA Lhd 
INDIRECT UTILITY FLOOR 
FLOOR LAMP LAMP 
No. 1860 NO. 2269 


Tilting shade, for di- 
rect, concentrated or 
indirect room light- 
ing. Plug-in recep- 
tacle and night light. 


4a 
FLUORESCENT 
DESK LAMP 
NO. 3054 


GUARDSMAN 


DESK LAMP 
NO. 2223 


Adjustable louvered shade. Indirect desk lighting that 
Rippled bronze and gold prevents eye-strain and fa- 
finish. tigue. Statuary bronze finish. 


If you have not received our No. 47 Flyer Catalog, write us 
at once for your copy. 


F aes Manufacturing Company 


DECATUR. EILLINOES 


Dinnison Seode 


——— 


Z YUM 


Y, “T.dex Tabs, Air Mail Labels in con- 

@ ff venient pac’ ages, Address Labels, 

fi! and Gummed Reinforcements are 

. just a few of the many Dennison 

products for which we have a daily 

prea. I don’t see how any modern 

y office can afford to be without these 
yu Dennison handy helpers.” 


No matter what your business may be, you can 
run it more smoothly, more efficiently, and more 
economically by using Dennison Goods. Dennison 
has a complete line of tags, labels, seals, mending 
tape and many other paper specialties designed to 
help you save time and avoid mistakes in office 
procedure. Dennison Goods are on sale at leading 
stationery counters everywhere. 


4 


Framingham, Massachusetts 


Essential Stationery Supplies for HOME, SCHOOL, and OFFICE 
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National, PENCILS ARE 


IN 


A COMPLETE LINE 
1S AT YOUR SERVICE 


THiw 
CRAYON 


NATIONAL'S 


SI lint 
4 


CRAYON 
PENCIL 


te fy 


WITH STRONG LEADS 


NATIONALS "SZ Se = en” Skytint GH usa 500 reo. 


NATIONAL'S 


Cedar-KING 


| 


PENCIL 


WITH METAL TIP BROWN BAND 


Cedar-Kinge SD "“STMARESASS 223 N22 


MADE IN 
FIVE DEGREES 


BOXED IN DOZENS 


e TRY IT AT OUR EXPENSE 

Send penny post card with your 

name and address and receive a 
pencil FREE. 


—-———————— 


NATIONAL PENCIL CO. 
SHELBYVILLE, TENN. 


NEW YORK 220 FIFTH AVENUE 
mmm Hee 
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OUTSTANDING: 


OFFICE NECESSITIES 


Again the famous BERNARD office 
necessities are available — prewar 
gleaming nickel finish — same fine 
quality that has made BERNARD 
stationery tools a profitable line in 
the trade for years. Order from 
your jobber today for earliest pos- 
sible delivery. 


loose Leaf Vacuum Punch No. 2600 
Standard Dies—1/8", 3/16", 1/4”. 
Light, strong, stationary stripper 
spring, duplex control stops, nickel 
plated and polished, reach 1 1/16”. 


Staple Remever No. 150 
Works like a charm, 
without damaging paper. 
Fits all sizes of staples. 
Spring action, nickel 
plated and polished. 


“Triumph” Official Eyelet Punch 

No. 190 A precision-built tool. 

Twin spring action. Parallel 

jaws. Compound leverage. 

Adjustable gauge. Opens 

and strips quickly. Nickel 
plated and polished. 


These are only three of the many famous BERNARD 
stationery tools. Send for complete catalogue which gives 
all numbers, all details. Use coupon below. 


W" SCHOLLHORN COMPANY 
“Quality Tools Since 1870” 


i a 
i Wm. Schollhorn Company, i 
, 3004 Chapel St., New Haven 9, Conn. } 
i Sirs: Please send me your catalogue of stationery tools. | 
l I 
, | Rey REE EE ae ne eT ee Pe Sere Se ee i 
LTR ee OEE EE ET. ; 
I 

cia tincvenititeckneinspipaibings TR vrnisenis I 
, (Zone No.) ] 
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If You Use 


SCOTCH 
TAPE 


(Transparent Cellulose Water- 
proof Mending Tape) 


4 
Here is 


LOWER COST 
IMMEDIATE DELIVERY 


*SCOTCH TAPE REWOUND FROM EXTRA WIDE 
ROLLS INTO POPULAR USE SIZES 


*A fortunate purchase from Aircraft Surplus makes 
it possible for us to bring you this EXTRA VALUE 
at a substantial SAVING. 


TOUGHER TAPE EASIER TO UNROLL 


WATERPROOF 


(Slightly darker due to having been made more highly 
waterproof) 


Order from your Dealer. If he cannot supply you write 


Distributor 


KELLY & CO. 2007 olive sT., st. LOUIS, MO. 


BOOKKEEPER—CREDIT MAN 
_ STOCK CLERK & P. A. 


THESE AND <q 
HUNDREDS MORE USE 


Wherever facts must be segre- 
gated for quick reference, these 
little signals do a remarkable 
job in saving time. Attached to 
file cards, visible index pages, 
ledger sheets, etc., they bring Fl Lb 
order out of chaos—thereby in- 

creasing a department's effi- 


SIGNALS 
ciency considerably. 


The H. C. Cook Co., 18 Beaver St., Ansonia, Conn. 


COOK’S 


Stainless Steel 
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(From page 70) 

Procedure to insure visiting executives being 
reached is suggested—‘“‘Advise the Chief Operator 
if you have an executive from another city visit- 
ing you. Tell her where he can be reached so that 
she can put through all calls.” 

“Will you wait, please?” is suggested as more 
courteous usage than “Hold On.” 

An amusing sketch visualizing the reaction of 
a customer to a receiver replaced with a bang 
at the end of a call, impresses the request to “‘put 
it down gently; remember his ears.” 

“Always end your conversation with ‘Good- 
bys’, using a pleasant tone that will give the caller 
the impression that you are glad to have had the 
opportunity of serving him” the text continues. 
“Do not hang up until the calling party has dis- 
connected. Frequently a customer will have an 
afterthought and may be annoyed if you: hang 
up too soon.” 

Employees also receive “The Voice with a 
Smile”, the New York Telephone Co. pamphlet 
that explains how proper tone and enunciation 
may be obtained by skillful use of lips, tongue, and 
jaw. 

“Company Manners”, a booklet recently issued 
by the President of the New York Central, is 
another means of highlighting “Telephone Tips”. 

A movie, “Telephone Efficiency”, lent by the 


LE CADDY 


EASY TO FILE— EASY TO FIND! 
Secretaries, Purchasing Agents, Timekeepers, 
File Clerks—everyone wants one! An amazingly 
: efficient file, 
the Caddy is 
recommended 
for sorting pa- 
pers, corre- 
spondence, in- 
voices, etc. 
Also, makes a 
good desk-side 
file for current 
papers. 
All steel, fin- 
ished in olive 
green, equip- 
ped with cas- 
ters. 131/,"' 
wide, 18" deep, 27" 
high. 
SEND FOR CIRCULAR 


Nationally Advertised $] 450 
10% higher West of Rockies 


File & Index Co. 
Filing Specialists Since 1868 
1602 Duane Bivd., 


SWINGING 
FOLDERS 


25 sturdy, red fibre folders 
with steel tops slide along 
the side rails. Folders remain upright Amberg 
whether empty or packed full. In- 
sertable celluloid tabs. 


pril, 1946. 
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perfe 


VERTICAL 


FILE FOLDERS 


Office Efficiency depends upon 


ction in every detail... 


That’s why so many dealers sell 
BARKLEY Filing Supplies 


Patent No. 2248355 and D 128118 


When a young lady becomes 
aggressive about forcing her left 
hand on your attention you know 
that another romance has “jelled” 


perform a function in business far 
in excess of their sales value. It's 
always a source of satisfaction to 
sell DURABILITY Filing Supplies 
because we know they'll render 
day-in, day-out filing efficiency. 
“Selling BARKLEY is business in- 
surance in every filing department.” 


VERTICAL 
FILE GUIDES 


C. L. BARKLEY & CO. 


Manufacturers of Filing Supplies 
EFFER —— eHICAGO 7, WL 
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ERSON STREET 


—USE TICONDEROGA! 
Enjoy its even rh thmic 


touch Notice its clear-cut 
marks - soeasu to read. 


Pat to the test iconderoga's 


superior rubbér éraser. 


and an engagement ring rides high, ey es 5! . 

wide and handsome. That dia- a It ) firmly locked WN 
— may be tiny A size but it's f plastic -al wa ys Where 
playing a major role in life’s set- te 

ting. We at Barkley know how i a youwant if when + ae 
important are the “little things” al want "9 

especially in business. For ex- ¥ : 

ample, DURABILITY Filing Supplies s 


You'll be ho © 


py with 
Ticonde rogal Look for its 


modern aren plastic ferrule 
with dob yellow bands. 


DIXON 


TICONDEROGA 


The famous pencil with 
the locked-in-plastic tip 


Joseph Dixon Crucible Co., Dept. 54-J4, Jersey City 3, N. J. 
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A MAN’S REPUTATION 


Experience and skill today earn reputations for 
firms that have the required “know-how” to meet 
today’s needs. That’s why you'll find so many satis- 
fied customers coming back to us for their needs in 
file cabinets. 


A\npERSON-Hickey Go. 


imc. ° = 
GENEVA 
ILLINOIS 


“ Andy units of steel 


“BIG BLACK” 
MARKING PENCIL 


The favorite pencil with edi- 
tors, publishers, printers and 
office workers. For all bold 
marking purposes buy 
+622-T “Big Black”. Stock it 
in quantity. It’s a fast mover. 


Si/a2¢tsCel/ PER PENCILS 


SVatsOe7 Pencil Company, Est. 1893, Philadelphia 44, Pa, 
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Bell Telephone Co., has been shown in some of 
the outside offices of New York Central. Films 
are so effective for training that the railroad 
tentatively plans to make one of its own. 

In making the office surveys that precede Mir- 
rophone training of employees, the expert in 
charge first confers with department heads, ex- 
plaining the program and gaining their coopera- 
tion. These conferences often afford leads to 
special problems or inadequate telephone facilities. 

The switchboard supervisor, for instance, may 
mention a department where repeated ringing is 
necessary before the phone is answered. The 
department head may account for this by explain- 
ing that although outgoing calls average one 
hundred a day, only a single phone is available in 
a desk location that is inconveniently reached. 
This actual problem was promptly solved by in- 
stalling adequate equipment. 


A “case history” based upon the representa- 
tive’s survey, which goes into such detail that it 
may require several weeks, is forwarded with her 
recommendations to the General Superintendant. 
These are first discussed with department heads 
whose point of view is obtained. 


Sketches Floor Plan 


In making a thorough study of physical facili- 
ties, the representative usually sketches the floor 
plan of the office, indicating the location of the 
office phones, desks, and files. In out-of-town of- 
fices, she may observe general conditions, for com- 
fort and cheerful atmosphere are found to be 
reflected in voices that carry well and suggest 
confidence. Sound proofing or rugs are some- 
times recommended to deaden room noises that 
may lead to shouting over the phone. 


In checking efficient switchboard operation, 
the representative may chart its breakdown so 
that responsibility for its supervison may be noted 
at a glance. 

The location of the switchboard is important, 
for if not segregated, constant interruptions may 
lessen the efficiency of operators. 

By listening in, representatives observe meth- 
ods of answering calls and judge the expertness 
of operators. Sometimes supervision proves in- 
expert or operators are not efficiently trained. 
Arrangements have been made in such instances 
to provide expert training for the personnel and 
supervisors. 

The use of monitor equipment to listen to calls 
made or taken by office employees also brings to 
light problems that require solution. 

Lack of relief in an office during the lunch hour 
may be observed in this way, and provided for. 
Or employees may have so many personal calls 
that they slow up service. Delays in communi- 
cation within one large office were caused, Miss 
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Dobbins found, by lack of familiarity with ex- 
tension numbers. The time that switchboard op- 
erators spent in supplying them resulted in ser- 
ious delay. To eliminate this handicap, Miss Dob- 
bins prepared 100 mimeographed copies of a 
house directory with numbers of all extension 
users for the entire office personnel. Service was 
immediately speeded. 

The timing of calls, as representatives listen in 
to observe technique, uncovers other problems, 
such as too much off-the-wire delay. For example, 
one employee took twenty seconds to answer the 
phone but six and one-half minutes to obtain 
information for the inquiring shipper. Relocation 
of files or the practice of calling clients back— 
and keeping the promise—are the usual solutions. 

The relation of files and telephones is always 
carefully observed. Sometimes small files of desk 
height that can be rolled close to the telephone are 
introduced to reduce the time required to look 
up data. 

Employees are instructed to break waiting 
time when information must be obtained by re- 
turning to the telephone at intervals of about 
forty seconds and reassuring the caller with, “I’m 
still looking for the information.” But if long 
delay is probable, they offer to call back. When 
information is finally obtained for a caller waiting 
on the line, the employee makes a ‘point of first 


IMPRINT PENCILS 


(With Your Company Name) 
(Minimum 2 Gross) 


$3.50... con 


Without Name 
$ 3 . 2 5 per Gross 


Prompt Shipment 


BRASS TIPS 
GOOD RUBBER ERASERS 
Made in 5 degrees 
Write for Samples 


SEABOARD 


PENCIL COMPANY 
45 WEST 57TH ST., NEW YORK 19, N. Y. 


EASY 


does it—when you correct mis- 
takes with the Famous RUSH- 
FybRglass-ERASER. 


Used with a feather touch, its 
countless glass fibers remove a 
single letter or a whole word, 
easily—quickly—neatly. 


USERS SAY: “Leaves paper 
clean”—“No smudge on carbon 
copies”—“Fewer repair bills on 
typewriters.” 


WE SAY: Every RUSH-ERAS- 
ER is guaranteed to satisfy or we 
will refund the purchase price. 


RUSH-ERASERS, each.. 
REFILLS (pag. of 2)... 


.50c postpaid. 
.25¢ postpaid. 


SSS BOO OOOO SALSA EPPS APEEL. ) 


If you order direct from us, please send name 
of your nearest stationer. 


THE ERASER COMPANY, INC. 
231 West Water St. Syracuse 2, N. Y. 


sO 


5999999 OOOO SPSS ESL LEE LLL PELL A 
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Heavy Duty Bag for Mail, Sece- 
rities and General Messenger Use 


Ww. C. LEUTE 


COMMERCIAL LEATHER GOODS 


54 DEY STREET NEW YORK 7, N. Y. 
Canvas & Leather All Leather Mail- 
Mailbag $215 bag $214 
Price Price 
ee SHORS Wald.....000% $15.00 
ee 1150 15x18........ 17.50 
ee ' ae. | ee 20.00 
errr 22.50 
ee i i re 26.00 
DE sawsees 1950 Mal’........ 29.50 


#215 


8 price $19.50 
DD cnesveeivaswes 21.50 
De suricusehueees “ 23.00 
DP desksuennneens “ — 25.00 
DP. sscsnebeaevens “ 27.00 
DE aiuswesnatecs “ 29.50 $224 
DE <stkcscdennose “ 32.50 Special Sizes Made to Order 


The above are subject to a 20% Federal excise tax. We 
also make messenger wallets, money bags, brief cases, 
zipper cases, accountants’ cases and salesmen’s sample 
cases. 

We invite your inquiries. 
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. ATTRACTIVE, 


413 Maznolia St. 


Sturgis 
STENOGRAPHERS' 
POSTURE CHAIRS! 


STURGIS POSTURE FEATURE... 
seats and backs adjustable to the 
occupant. 


. MORE COMFORT AND RELAXA- 
TION . ° 


‘ ice workers sit 
correctly without effort. 
PRACTICAL UP- 


HOLSTERY . . . well padded 
seats and backs covered with 
leatherette. 

. ADJUSTMENTS . . . without the 


use of tools. 


. ALL STEEL CONSTRUCTION ... 


steel tubing — joints electric 
welded. Hardened steel swivel 
mechanism—rubber casters. 


. BAKED-ON ENAMEL FINISH... 


infra-red process—five color fin- 
ishes. 


THE STURGIS POSTURE 


CHAIR CO. 
Sturgis, Mich. 


LUNGS 
THIS NAME 
IS GROWING! 


board. 


Companion products needed in every 
ROLTONIC cleans and gently 
naps the rubber platens of all business 
New gripping surface 
carries file folders, envelopes, etc., 


office. 
machines. 


through, holds them straight. 


TYPTONIC actually flushes away ink, 
eraser dust, office grime from metal 
and rubber type, then disappears 


entirely. 


Both ROLTONIC and TYPTONIC are 
made to the same high quality as 


GRIPPIT. 


403 RIVER ST.,- 


GRIPPIT is accepted and used as the 
standard Non-Inflammable Paper Cement 
by great industrial firms who buy only after 
thorough tests in their own laboratories. 
Non-Wrinkling, Detachable. 
off. Needed on every desk and drawing, 


WRITE FOR SAMPLES AND PRICES 


HARRIMAN - WELTS, INC. 
HAVERHILL, MASS. 


Excess rubs 


All three products are 
Non-iInflammable, Non- 
Poisonous, Harmless to 
skin and clothing. 
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saying, “Thank you for waiting” or “Sorry to 
have kept you waiting.” These practices prevent 
impatience and leave impression of friendliness. 

The careful reports that representatives pre- 
pare may involve extensive changes in layout, but 
when these are shown to be necessary for ade- 
quate, efficient telephone service they are car- 
ried through. In one instance, the representative 
was so thoroughly convinced that a new layout, 
involving the removal of a wall, was essential for 
convenient arrangement of telephones, that she 
had a series of photographs made, in addition to 
the floor plan that she sketched, to prove her 
point. The alterations, which were promptly put 
into effect, immediately stepped up the efficiency 
of telephone service, improving the morale of the 
personnel, saving time and cultivating good will. 

It is such real values that convince New York 
Central’s management of the truly profitable 
character of its scientifically planned campaign 
to better telephone service. 

NAPA Convention 

(From page 66) 
that have come out of the war. The displays will 
range in character from pencils, stationery, and 
other office supplies to welding gas, steel products, 
packaging, and chemicals. 

“Only the size of the exhibit hall at the Hotel 
Stevens has restricted the size of the Inform-A- 
Show,” says Mr. Renard. “We could have had 
an exhibition of much greater size if we had the 
space. But the vast number of exhibits that will 
be on display will be of intense interest to all 
purchasing agents and everyone interested in in- 
dustrial reconversion and progress.” 

The convention program follows: 

Monday morning, May 27th—“Buying Condi- 
tions We Will Face in the Year Ahead,” ‘“Gov- 
ernment Policies for Year Ahead,” ‘Manage- 
ment’s Problems During the Year Ahead as They 
Affect Purchasing.” 

Monday afternoon, May 27th—‘Successful Buy- 
ing Policies in a Seller’s Market,” “Material Man- 
agement Today,” “Escalator Clauses.” 

Tuesday morning, May 28th—‘Industry’s Steel 
Needs,” “Industry’s Lumber Needs,” “Industry’s 
New Construction Needs,” “Industry’s Import 
Needs,” “Industry’s Agricultural Needs,” “Labor 
—Its Influence on Production and Costs.” 

Wednesday morning, May 29th—‘Peacetime 
Use of War Developments,” “Surplus Materials 
Availability,” “Purchasing Persomnel-Finding and 
Training It.” 

Appointed Assistant 
Q. J. Gwyn has been appointed assistant to the gen- 
eral manager of the Distillers Corp., Ltd., Montreal, Canada. 

Mr. Gwyn has had a great deal of business experience in 
South Africa and India, and in the food manufacturing 


industry in Great Britain and Canada. He is a graduate 
of Oxford University. 
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CARBON PAPERS 
ert mans 
TYPEWRITER RIBBONS 


Saves You Time and Money 


No doubt about it, WRITE products cut down 
your office overhead and give you better results. 
WRITE carbon papers save time by giving you 
more and cleaner copies from each original. 
WRITE typewriter ribbons assure you of a fresh, 
clean, readable job every time. 
You can depend on WRITE because 
WRITE products are guaranteed — for 
quality, uniformity, long wear. Let 
WRITE save you time and money. 
Ask your dealer, or write us today for 
FREE samples and attractive prices. 


Immediate Deliveries! i 
420 Lexington Avenue 


WRITE ew York 17, N.Y: 
CORPORATED 
IN FACTORY: Bridgeport, Conn. 


- . 
. , ‘ ™ 


Used for 
FILE FOLDERS 
UTILITY LABELS. 
ADDRESSING 
“MAILING LISTS) 
& MANY OTHER, 
PURPOSES. 


oo ON i a 


, ne we coy os) | : 
SS || ee 
ROLL LABELS “SY 
- Colon . 
ATTRACTIVELY PACKED : : 
IN REROLL DISPENSING ‘WHITE * BUFF! 
BOX AND DISPLAY CARTON ORANGE 
12 ROLLS OF ONE coLok TO CARTON [ H E - : 
BLUE » GREEN 
WRITE FOR INFORMATION! 
CANARY 
wwwi>w [MANILA 
4 Li |— 
Paw 
3 ) 
4 4 
. _ 


Engineering Manufacturing Co. 


Sheboygan, Wisconsin 


Pioneer Manufacturers of 
Plastic Drafting Equipment 


SOMETHING VERY NEW! 
A REMOVABLE HEAD T SQUARE 


Send for Descriptive Bulletin 


Drawing Kits Drafting Tables 
Straight Edges Drafting Benches 
Artists Boards Stools 
Paper Dispensers Scales 
Triangles 


VISIT OUR CHICAGO PRODUCT EXHIBIT 
426 N. Michigan Ave.—First Door N. of Wrigley Bidg. 
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i.“ ARTGUM” is a surface cleaner with 4 light couch. 
Pe + ARTGU M” is friable _has no deterioration’ content. 
>” ARTGUM” contains #9 grit. ; 
pd 4. «ARTGUM” doesn't abrade the surface of paper: | 
Ps 5. “ ARTGUM” doesn't smudge- 
6. “ ARTGUM” doesn’t aim ink lines OF delicate 
imprinting: 
Insist 07 the original and standard 
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DUPLICATING 


he 

A fine quality non-toxic 
duplicating fluid result- 
ing in brilliant clear 
copies that is en- 


ia ha 


Duplicating 


Fluid ! ; joying big demand 

Jor Direct Process Duplicators i i by lea ding dealers 
3 everywhere. A safe 

+ non-toxic fluid free 

from _ objectionable 


odor. Special large 
discounts on the one 


eater gallon size. Order to- 


JACKSON HEIGHTS, LONG ISLAND, N.Y. day. 
+uS Gaon 


80-05 Northern Blvd. 
Jackson Heights Long Island, N. Y. 


FLUID 


i entiiemnaent 


THIS PRODUCT 


is not Extinct... 
it’s just RARE! 


Some day, conditions will change and we'll give you 
prompt delivery again on IMPERIAL merchandise. 
In the meantime, we ask your sympathetic under- 
standing of a difficult situation. 
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Conferences at Business Show 

At the April 7th meeting of the New York chapter of 
the National Office Management Association, now incor- 
porated under the name of the Office Executives Association 
of New York, A. J. Amberg, president of OEA, and Fred 
Burns, director of special activities of the New York chapter 
of the National Association of Cost Accountants, announced 
that their organizations will present a series of conferences 
at the New York National Business Show, to be held from 
September 30th to October 5th. 

The conferences and forums will be on office management 
problems and the office worker’s place in the national pattern 
of industrial and commercial enterprise. They will be held 
in the third floor auditorium of the Grand Central Palace, 
New York. 

At this April 17th meeting, Dr. William J. Reilly, author 
of “The Law of Intelligent Action” and other books on 
applied psychology, spoke on selecting and training per- 
sonnel intelligently. He stressed the importance of paying 
attention to the prospective employee’s ability to get along 
with his supervisor and fellow workers. 


Morton Company Moves 

The R. P. Morton Co., 429 Fourth Ave., Pittsburgh, 
has announced that after May 1st its headquarters will be 
located at 666 Lake Shore Dr., Chicago. 


Shatter-Resistant Partitions a Reality 

The bills from breakage of glass in office partitions 
should be greatly reduced in the office of tomorrow when 
the new plastic process just developed by the E. I. duPont 
de Nemours & Co., Inc., Wilmington, Del., is used. The com- 
pany recently announced it has developed a process to pro- 
duce shatter-resistant sheets of Lucite acrylic resin with 
surface patterns formed on them as they are made. 

These transparent sheets are lightweight, shatter-resistant, 
and will come in a variety of colors, making this material 
especially suitable to such uses as office paneling, windows 
for washrooms, street-lamp globes, and edge-lighted wall 
panels. 

Although commercial production has not started, the new 
material, known as patterned Lucite will be publicly dis- 
played for the first time at the National Plastics Exposition, 
Grand Central Palace, New York, April 22nd through 27th. 
Patterned Lucite will be available at the outset in twelve 
standard designs, but innumerable other designs are 
possible. 

Enormous quantities of transparent Lucite were used dur- 
ing the war for the windows and noses of military planes. 


Women in Public Offices 

To urge and work for the election of qualified women 
to public office, is the purpose of the newly formed Multi- 
party Committee, Dr. Pinckney Estes Glantzberg, attorney, 
explained at the April 8th meeting of the Filing Association 
of New York. 

Dr. Glantzberg said that the work of the group includes 
analyzing the background and experience of qualified women 
and proposing them as candidates for appointment or 
election to vacant posts in the municipal, state, and federal 
governments. The committee is particularly interested in 
having women represented when problems under considera- 
tion involve matters in which a woman’s experience or 
judgment would be especially valuable. 

Irene MacFarland, of the Universal Commercial Investment 
Trust, was the other speaker at the meeting. In her interest- 
ing talk on the law office file clerk, she pointed out the basic 
differences between law office filing and commercial filing. 
She explained that law files are the direct product of the 
lawyer’s thinking, and that the file clerk must adapt her 
system to his thinking, instead of trying to get the lawyer to 
conform to a standardized procedure. 
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The next issue of Office Management 
& Equipment will include a presenta- 
tion of the new Nascon Line for 1946. 


Don't miss it. You 


of your special attention. 


NASCON SALES 
60 East 42nd St. 


will find it worthy 


CORPORATION 
New York 17, N. Y. 


FOTO-VUE 


New flat-opening photograph album with gold stamped picture 
frame on front cover containing colorful picture in an assortment 


of florals, ships and scenes and protected by acetate window. 


constructed to permit easy removal of picture and be replaced by 
user’s favorite photograph, thus making it a real personal album. 
32 metal rings hold 70 pages of black album paper size 11 x 8% 
inches. Fine quality leatherette covers in assorted colors. Indi- 


vidually boxed. 
Immediate delivery— 
order now. 


Write for catalog of other items—Autograph albums, Address books, 
Photograph i 


albums, Picture Frames, and Baby Book. 


Wire-O Binding Company of Chicage 
Chicago 7, Illinois 


732 W. Van Buren Street 
Display Room: 209 ) S. State St., Chicago 4, Illinois 


Now! GetCopiesof Anything 


-in a Jiffy! 


Amazing New Unit copies 
STATEMENTS, INVOICES, REC- 
ORDS, INVENTORIES, LETTERS, 
CLIPPINGS, BLUE PRINTS, PIC- 

TURES (over 100 others) 


Also continuous cabinet 
models for prints of any 
length, up to 42” wide. 


American Photocopy Equipment Co. 
2849 N. Clark St., Dept. H46 
Chicago 14, Ill. 


Send me, without obligation, 
your 20-page, fully illustrated book 
showing the “‘what’’ and “how” 
of Photocopying and the savings 
it makes in time,money and labor. 


.-- Right in your own office! 

New, error-proof, low-cost 

method saves time, typing 
and checking! 


Get the copies you need—when 
you need them! APECO copies 
anything written, typed, 
printed, drawn or photo- 
graphed—even if on bothsides! 
With this handy unit, you can 
turn out accurate, permanent 
copies at l-a-minute speed— 
for less than the price of a phone 
call! No darkroom or technical 
knowledge needed. Anyone can 
operate APECO —“‘America’s 
Most Widely Used Photocopy 
Equipment.” Get 
full information, 

TODAY! 


Mail Coupon Now for this FREE book foram) 


/ 


. 
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COAT, HAT AND LOCKER RACKS 
a 


Preferred for offices, 
factories and shops. 


Lifetime STEEL CONSTRUCTION 


... in new postwar functional designs 
and modern finishes. 

Efficient space-saving office and fac- 
tory units that accommodate 3 or 4 
persons per sq. ft., that keep cloth- 
ing dry, aired and “in press." Single 
or double faced. Portable or station- 
ary in standard units or by the foot 
to fit. 

Also complete industrial and institu- 
tional checkrooms. 


VOGEL-PETERSON CO. 
“The Coat Rack People" 
624 S. Michigan Ave. 


Chicago 5, Ill 
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AUTOMOBILES— 
AND OFFICE EQUIPMENT 


attend the first peace-time 


to inspect the latest models, 


will 
Show 
so you will want to avail yourself of the oppor- 
tunity—the first in years—to see the newest in 
Therefore, mark 


Just as you 


Automobile 


office appliances and systems. 
on your calendar the dates of the 


OFFICE EQUIPMENT DISPLAY | 


Held in Conjunction With the 26th Annual Conference of the 


NATIONAL OFFICE MANAGEMENT 
ASSOCIATION 


THE HOTEL STEVENS EXHIBITION HALL 
JUNE 3, 4, 5, 1946 
Noon to 10 P.M. 


Sponsored by 


NATIONAL OFFICE MANAGEMENT 
ASSOCIATION 
AND 
CHICAGO CHAPTER 
Exhibitors: For Space Write 


The Pure Oil Company, 35 E. Wacker Drive, 
Chicago 1 


T. J. Manzke, 


Extra sharp points for easier marking — 


MOORE 
Metlhed Maptacks 


They're easy to use—and the heads stay on— 
two reasons for steady profits and repeat sales 
when you sell MOORE Maptacks. All sizes, 
shapes and colors —plain, numbered, lettered 
or with special markings. 


MOORE PUSH-PIN COMPANY « Scace /900 


113-25 Berkley Street, Philadelphia 44, Penna. 


COMPLETE 


* DEALER LINE x 
FILING ‘SUPPLIES 


— Filing 
Systems Folders 
e e 

Printed and Ruled 
Guides and Indexes Stock Forms 


SPECIAL FORMS FOR YOUR SPECIAL NEEDS 
THE DACO CARD & INDEX CO. 


9 Federal Court Boston, Mass. 


____ MRMERIGAN CARBON PAPER MFG. CO. Ennis, Texas 


Office Layout Expert Returns 

The Kenneth H. Ripnen Co., Inc., 101 Park Ave., New 
York, management counsellor in space administration, has 
announced the return of its president, Kenneth H. Ripnen, 
Major, A. U. S. 

In his position as space officer in the office of the Army 
Headquarters Commandant, War Department, Major Ripnen 
organized and administered space control operation and 
related problems involving 7,000,000 square feet of space for 
125 organizations, 65,000 people in sixty buildings in Wash- 
ington, D. C., including the Pentagon. 

The Kenneth H. Ripnen Co., Inc.,:is engaged in organiza- 
tion, -procedures, personnel, space, equipment, and control 
analysis, and in installations of administrative service 
procedures in the office, warehouse, and factory. Mr. Ripnen, 
a registered architect, A.I.A., also carries on his private 
practice in commercial and industrial architecture. 

Readers of OrricE MANAGEMENT AND EQUIPMENT will recog- 
nize him as the author of numerous articles in our magazine. 


FREE— 


Descriptive Catalog of 
BRONZE SIGNS & TABLETS 


Send post card or letter at once 
for handsome free catalog, 
showing over 150 photographs 
of genuine solid bronze tablets 
for testimonials, honor rolls, war 
memorials, etc. Also all kinds of 
bronze business signs. Keep 
catalog on hand for use when needed — no charge or 
obligation. Ask for Catalog D. 


St a 


INTERNATIONAL 36 EAST 22nd ST. 
BRONZE TABLET CO INC. NEW YORK 10, N.Y. 4 


ed = 


1+ ee tHe CURL! 


Curl is something Longhorn Carbon just 
doesn't have. It lies flat—in your typewriter 
—in your desk drawer, whether the day is 
hot and humid or crisp and cold! 


LONGHORN !S TOP-QUALITY CARBON 


Makes clean, sharp impressions. Erasures 
do not smudge . . . Wears like fine silk. 


ALWAYS ASK FOR 


Pocket Protector 


Non-Inflammable 


ball 


Now That Spring is Here. 
You May Remove Your Vest. 


Y Ever-Clean Protectors 
Wiil Make Your Shirt Look 
Best. 
lA 25¢ Retail 
KEEPS PENCILS FROM 
on say Each Protector is mount- 
ae cana ed on 3-color slotted card. 
WEARING POCKETS | SHIPMENT FROM STOCK 


HURLEY SMITH 


56 Church St., Concord, N. H. 


Pat. Pend. 


OFFICE MANAGEMENT AND EQUIPMENT 
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STAINS REMOVED IN 30 SECONDS! 


Stains acquired through hours of duplicating 
work are completely—but gently—removed in 
30 seconds with AUTOCOPY Cleansing Cream. 


LONG SERVICE LIFE 

i AUTOCOPY Gelatin Rolls are carefully 

i. | compounded to insure tongest efficient 
: use under varying climatic conditions and 

ri are available for ALL makes of duplca- 

tors. Try them and learn the difference 


AUTOCOPY Rolls can make in the quality 
of your duplicating work! 


OTHER (fs ys PRODUCTS 


CARBON PAPER 
MASTER SETS 
RIBBONS 


WRITE FOR 
LITERATURE 
AND PRICES 


462 West Superior Street, Chicago 10, Illinois 


P p 
é ™ 


: 


\ 


. —_ | \ | 
| J COMBINATION SQUARE 


The PARVA-GRAPH— tools in one—is a combina- 
tion Square, Protractor, Right Triangle, Ruler, Compass, 
French Curve, Mitre, Scribing Tool and Divider. Of 
tough, transparent plastic, it bends without breaking. 


®@ ARCHITECTS © ENGINEERS (2 
For © ARTISTS 


@ HOME CRAFTSMEN 
@ CARPENTERS 


@ MECHANICS 
@ DRAFTSMEN @ STUDENTS 


Jobber inquiries invited 


PARVA PRODUCTS COMPANY 


WEST HAVEN, CONNECTICUT 


April, 1946 


maptacks vitalize 
maps and charts. Put sharp 
emphasis on points of prime 
importance. Graffco signals 
and maptacks never forget. 
Ask your office supply dealer. 


GEORGE B. GRAFF 
COMPANY 

54 Washburn Avenue 

Cambridge 40, Mass. 


ACTUAL SIZE 9)» 61 IN 


SIMPLIFY CALCULATION OF THE NEW RATES 
BY USING THE NEW EDITION OF THE 
DELBRIDGE SIMPLIFIED WITHHOLDING TAX CHART 


No an advertising novelty—Not a “free” chart. It is ex- 

pertly designed to enable the average office employee 
to prepare your deductions quickly and accurately. Elimin- 
ates costly errors and delays in your payroll department. 
Shows all the required figures and is guaranteed to comply 
with all the provisions of the new income tax law. 


AUTOMATIC — COMPACT — EFFICIENT 


published in four editions for Weekly, Bi-weekly, Semi-monthly 
and Monthly Payrolls. 


$2.50 Each At Your Dealers 


DELBRIDGE CALCULATING SYSTEMS, INC. 
2502-10 Sutton Ave. St. Louis 17, Mo. 
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ear Clean — 


mailing service 


“Just 35 min. Complete 


| at 3404 Main St., 


from B'way” BD 


@ DE GROODT & ASSOCIATES, INC. 
8729-78th St., Woodhaven 21, N.Y., MI 2-4250 


No More War-Weary Excuses for 
Snappy Rubber Bands! 
IMPROVED 
ARCO RUBBER BANDS 


are now available in all sizes 
and in any quantity. 


Packed in % lb., and 1 lb. attractive, convenient, self- 
locking boxes and 5 lb. bags for bulk users. 


Write today for samples and 
lowest prices. 


ALLIANCE RUBBER CO. 


P. O Box 869T Alliance, O. 


BUSINESS MAPS 3... 2usiness Men 
Cram’s NAMAPCO Series $ oo 


LARGE SCALE STATE MAPS 
and up 


A Complete Picture of Territory 
by States and Their Subdivisions 


Average Size, 50 x 48 Inches. 

— for easy visualization of smaller territorial 
units. 

Counties, cities, towns, villages, railroads, water- 
ways clearly shown. 


Complete index with population figures and key 
to location printed on same. 


Write for descriptive literature. Address Dept. 2 


THE GEORGE F. CRAM COMPANY, INC. 
730 E. Washington St. o Indianapolis 7, Ind. 


PERSONAL 


Aunt Emma's Letters, our novel form of advertising, is telling All 
America about SKY-RITE No. 6, SKY-RITE, *"Frills", SKY-RITE 
VANITY, SKY-RITE* "duet" and the new No. 74 a “wow" in 
men's Stationery. 


SKY-RITE 


The Very Finest in LIGHTWEIGHT STATIONERY. 


COPYRIGHT 1946 — Agency Paper Co. 
74 Varick St., New York 13, New York 
New York ® Chicago @ Los Angeles 


*Trade Marked 


84 


| in the Army Air Corps. 
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| News From Commercial Controls 


To serve a rapidly growing demand for the products 
and systems marketed by Commercial Controls Corp., 
Rochester, New York, a new district office has been opened 
Dallas. George T. Sterne has been 
appointed manager in charge of sales and customer service 
in that area, covering Texas and Oklahoma. The territorial 
offices at Houston, Austin, and Tulsa, also come under his 
supervision. 

Mr. Sterne, with Commercial Controls since 1940, was 
formerly on the sales and service staff of the company office 
at Chicago. 


George T. Sterne R. S. MacDonald 


The St. Louis, Mo., office of the company was recently 


| moved to the Missouri Life Insurance Bldg., at Chestnut and 
| 7th Sts., St. Louis. Robert S. MacDonald has been appointed 


its branch manager. He was formerly a second lieutenant 
The territory covers the eastern 
portion of the state of Missouri and the greater St. Louis 
area. 


Metered mail systems, letter openers, envelope sealers. 


| Multipost stamp affixers, letter and parcel post scales are 
' included in the present line offered by the company’s U. S. 


Postal Meter Division. Products of other divisions include 
Ticketograph pay and production control systems and En- 
dorsograph check endorsing machines. 


Miss MacFarland Wrote It 

On page 51 of the February issue of this magazine 
there was reprinted from The Filing Bulletin, organ of the 
Chicago Filing Association, an entertaining prophecy regard- 
ing the office of tomorrow, bearing the heading “Look Ahead 
to 1970!” 

This good article should have borne a notation that it 
was from the clever pen of Miss Irene MacFarland, of Com- 
mercial Investment Trust, Inc. It was originally written by 
Miss MacFarland for the twenty-fifth anniversary number of 
The Folder, published by the Filing Association of New York. 


Nylons and Orchids, Too! 

Nylons, orchids studded with dollar bills, and war 
bonds, were among the 66 interesting door prizes awarded 
at the twelfth annual bridge and tea, held by the Transcrip- 
tion Supervisors Association, in the Women’s Clubhouse of 
New York, Wanamaker’s, on March 23rd, 1946. 

Over 350 members and guests attended this worthwhile 
affair, the proceeds of which have been added to the Anna 
Streit Memorial Scholarship Fund. The fund was set up to 
give secretarial scholarships to promising high school gradu- 
ates. Before the war five of these were awarded, amounting 
to about $250 each. The recipients were sent to a small 
business college and the association reports that they have 
all been successful in their work. 

During the war the proceeds of the annual bridge and tea 
were donated to worthy war causes. The fund was set up in 
1942 with a nucleus of $25 contributed by the members of 
the stenographic department of Miss Streit’s company as a 
memorial to her. She was the first officer of TSA to pass 
away while in office. 
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GUMMED LABELS 


In Sheet Form 
For use in the office 
or in the Shipping Dept. 
@ on Packages 
@ on Envelopes 
@ on Manila Folders 
24 or 33 on a sheet of 8!/, x I! 


or made to meet your specifica- 
tions. 


es & PRINTING PRODUCTS 


62 GRAND STREET NEW YORK CiTY 13 


WALKER 5-1658 


NON-FLEXIBLE STEEL RULES 


Made of highly tempered steel oomet with patented 
Non-Slip material. ' 


Graduations in 1|/\léths. Individually 
engraved below the surface of the ; 

steel. Will not rub off. Always vis- 7 
ible. Used by bookkeepers, inks, al 
offices, artists, advertising work. 


\NO! IP 


f, NATIONAL RULE co. 
d ah Rochester 4, N. Y 
In Canada: Brown Bros., Ltd., Toronto 


“K-Line” SELF-LOCKING POSTS 


The most efficient and economical binding 
posts obtainable for use in conjunction with 


various types of STORAGE BINDERS. 


LENGTHS: 1, 11/2, 2, 22, 3 & 42" 
Expansion Up to 7'/2 Inches 


Samples and Descriptive Booklet on Request 
W. R. KLINE CO. 
440-73rd St., Brooklyn 9, N. Y. 


Western Distributors 


GANE BROTHERS & LANE, INC. 
= 140 W. 17TH STREET 184 SECOND STREET 
LOS ANGELES, CALIF. SAN FRANCISCO, CALIF. 


SCRAP BOOKS 
@ Fabrekoid Covers in black 


only 
@ Screw Post Metal Binders 
@ Six different sizes 


700....10/. x8 #03... 15 x 12% 
Bi....11 x % #4... 16/2, = 13% 
982....13Y%. x 11 5....23 x 18% 


Prices on Request 


MAJESTIC LOOSE LEAF INC. 


122 Spring Street New York 12, N. Y. 


Available for immediate delivery! | 


KARDEX—ACME—Y & E—GLOBE 
WERNICKE—POST INDEX—RAND 


and other visible systems. 


Addressographs, Multigraphs, Mimeographs, Dictating 
machines, Steel Files, Lockers, and Shelving. 


All completely rebuilt and guaranteed by 
“The House That Confidence Built” 


Universal Office Equipment Co., Inc. 
7-9 Waverly Pl., New York 3, N. Y., GRamercy 3-3741 


CHAIRS 


MANY STYLES 
Folding Chairs 
Wood or Metal 


Tablet Armchairs 
?rompt shipment “— 
stock. Please 


quirements when iegubtng. 


ADIRONDACK 
CHAIR COMPANY 


1140 Broadway, New York 1, N. Y. 
Dept. 7 


April, 1946 


isible Record 


Any Record Easy S 3 4 5 


Sales Quick 500 
Complete 


Stock Flexible 
Cards 


Credit Portable 
Cost Saves Time 
Use Cards only. Join together. File sheets 
of Cards on edge in correspondence folders 
—'/2 inch visible margin. Send order. 


500 Cards—one side Blank, one side Ruled. 
6x4 in. $3.45; 8x4 in. $4.40; 10x4 in. $5.30 


Use Visible Indexing, Color Signaling, Visible 
Tabulation of vital information. Ten years 
national use. Send no money. Satisfaction 


Guaranteed. Write for Catalog 


Handifax Rees st. 


NEATYPE 


YPE & PLATEN — 
Citi. Oe 

Highest Quolity 

Large Bottle 

Fast Easy Seller 

Wonde 


Sheets of of Cards 


Large Profit . 


NEATYPE is is. such 
a way’ that there NO 
EVAPORATION IN_ stock. 


For Full Particulars and Samples, Write 


STARKEY PAPER & SUPPLY CO. 


3800 AGNES AVE, KANSAS CITY 3, MO. 
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— MARKING DEVICES — 


CROWN LINE 


0 Duane Street 


laters nr Fleas loners 


OTHER STEWART DEVICES 
KNOWN THROUGHOUT THE WORLD 


© STAR 
© TRIUMPH 
© MODEL 
© SUPERIOR 


@ DEFIANCE 


Can be supplied in 


ALL LANGUAGES 
for both Domestic and Export Trade 


Send for CATALOG 


Illustrating and Describing Complete 
Line of Marking Devices. 


R. A. STEWART 


AND COMPANY, 


INC. 


8 New York 7, N. Y. 
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“- Individually they improve the work of any stencil 


a8 duplicator. But when used in combination with 
= each other, they produce the finest possible re- 
-- sults—plus that added touch of perfection which 


only 42 years of experience could accomplish. 


The Most Complete Line of Duplicating Equipment 
Heyer Quality 


_ ALWAYS SATISFIES 


2 Sores eo 


Quality Duplicators and Supplies Since 1903 
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‘ve remained . 


faithfully yours: 


Half a Century of Service... 


To Secretaries, Underwood has long meant the very 
last word in typewriter performance and conve- 
nience of operation. 

This confidence started that day fifty years ago... 
when Underwood's forward-minded founders hit 
upon the design that made the typewriter possible 
in its present form. 

It freed typists forever from struggling with the 
blind-writing handicap of its predecessors. 

Visible Writing let typists see the progress of their 
work for the first time ... everything from “Dear 

ir” to “Yours truly.” 

The speed and efficiency of this revolutionary ma- 
chine was regarded as one of the wonders of the day! 

Business clamored for Underwoods... and yearly 
production zoomed from 500 to hundreds of thou- 
sands. But, Underwood’s pioneers have never 
stopped improving. 

This spirit . . . enriched by their inventive genius 
and engineering talent . . . made Underwood the 


“Typewriter Leader of the World”... 

... won Underwood new laurels for its mass pro 
duction of carbines and other war essentials . . . 

... will again thrust Underwood ahead of all com- 
petition in the quality and quantity of its production. 

Today’s Underwood . . . a masterpiece of type 
writer engineering . . . challenges all other machines 
to match its brilliant, effortless performance. 

It has advantages that every secretary likes and 
looks for in a typewriter . . . touch, speed and aec- 
curacy ... with a score of time and effort-saving 
features to brighten and lighten her day. 

It symbolizes the spirit of the entire Underwood 
organization to serve ... to help speed your day’s 
business . . . to remain “Faithfully yours.” 


UNDERWOOD 
CORPORATION 


One Park Avenue 
New York, N. Y. 


C 1946 Under c A 


... TYPEWRITER LEADER OF THE WORLD 
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